
PROGRAM COORDINATOR-HEALTH PLAN INITIATIVES 
PURPOSE OF THE POSITION  
This position is responsible for assisting Program Management in the coordination and completion of projects and 
initiatives related to health plan initiatives from both PPO and Managed Care plans, ensuring that all planning, 
data collection and reporting are completed timely and according to established goals of United Physicians and 
meet the requirements of the health plans. Provide administrative support including: scheduling, preparing 
presentations/reports, and monitoring time lines. This position will require the coordinator to establish a deep 
knowledge of each project, program operation, and business plan 
 
 
Responsibilities & Duties 

 

 Simultaneously maintain & manage multiple projects. 

 Liaison between UP and each health plan.  

 Provide administrative and technical support such as scheduling, preparing presentations, monitoring time 
lines and budgets, attending meetings, and acting as liaison to various departments within the organization. 

 Communicate any issues, problems, or additional information to Program Directors and recommend 
solutions. 

 Develop and maintain project deliverables including plans, work breakdown structures, schedules, team 
assignments and action reports. 

 Monitor and evaluate project activity and report on progress to Program management and UP leadership. 

 Report progress on dashboards, cost reports, status reports, and roadmaps. 

 Facilitate and lead meetings as necessary. 

 Record and distribute meeting agendas and minutes. 

 Update and maintain project tools as required by the health plans. 

 Analyze process to identify gaps and promote efficiencies. 

 Identify, post and track project issues and risks. Help to remove impediments. 

 Track action items. 

 Perform other duties as assigned. 
 
Qualifications 
 

 Bachelor’s Degree in Business, Health Care Administration or related field. 

 Two years of project management or coordination experience - organizing, planning and executing projects 
from conception through implementation in a healthcare organization. 

 Excellent problem solving skills; ability to multi-task and solve complex problems. 

 Ability to work independently, within a team environment and communicate effectively with employees and 
external stakeholders at all levels. 

 Minimum of two years’ health care experience. 
 
Performance Skills 
 

 Proven experience with Microsoft: Excel, Access, Office, Project and PowerPoint. 
 
 
Disclaimer  
The above statements are intended to describe the general nature and level of work being performed by people 
assigned to this classification.  They are not construed as an exhaustive list of all responsibilities, duties and skills 
required of personnel so classified.  All personnel may be required to perform duties outside of their normal 
responsibilities from time to time, as needed.  
 
 


