
 

 

POSITION ANNOUNCEMENT 
 
Position: Coordinator, Professional Training and Healthcare Services 
Status: Full Time, Exempt 
Location: Wilshire Office 
 
GENERAL SUMMARY: 
Create, provide, and market training programs to healthcare professionals, 
paraprofessionals, and family caregivers.  This may include, but is not limited to, physicians, 
nurses, social workers, activity directors, home health workers, adult day services staff, 
certified nursing assistants, and family caregivers.  
 

Coordinate professional training and health systems grant activities.  This may include, but 
is not limited to, organizing grant-related activities and facilitating communication among 
grant partners and stakeholders. 
 
Essential Job Functions: 
 Develop and administer appropriate training programs and materials using the 

education process:  needs assessment, establishing objectives, writing curriculum, 
establishing evaluation criteria and overall evaluation of the program 

 Coordinate and deliver trainings and presentations to healthcare providers, family 
caregivers, and the community 

 Organize inquiries, process requests, maintain records and statistics 
 Responsible for keeping up-to-date with all health education information pertinent to 

curriculum topics 
 Attend network meetings 
 Staff exhibit tables at professional conferences 
 Market training programs to care delivery organizations 
 Develop and assemble training materials 
 Help develop and oversee online training programs 
 Oversee continuing education and certification program 
 Coordinate activities outlined in grant work plans 
 Conduct provider outreach 
 Other duties as assigned 
 
Qualifications, Skills, and Experience Required 
 B.A. in gerontology, social work, public health, health care administration, related field, 

or equivalent work experience; master’s degree preferred 
 Experience in long-term care, health care systems, or people with dementia and their 

family caregivers 
 Excellent written, oral and listening communication skills 
 Ability and willingness to travel to workshop sites as well as meeting and training sites 
 Familiarity with Microsoft Office 
 Ability to work with diverse volunteers and staff 
 Well organized; Ability to coordinate multiple projects 



 
 

 

 Problem-solving skills and good judgment 
 Knowledge of database software programs desired 
 Public speaking experience desired 
 Experience working with adult learners desired 
 Experience with family caregivers or people with dementia desired 
 Bilingual Spanish a big plus 
 California driver license, proof of automobile insurance, reliable transportation 
 Successful background screening 
 
 
Send cover letter, including salary requirements, and resume to: 
 

Alzheimer’s Greater Los Angeles 
Attn: Human Resources 
4221 Wilshire Blvd., Suite 400 
Los Angeles, CA 90010 
E-mail: alzglajob@gmail.com  
(Word attachments only:  Include the job title in the subject line) 
Fax: 323-938-1036 
No telephone inquiries 

 
 
Alzheimer’s Greater Los Angeles is an equal opportunity employer.  All applicants will receive consideration for 
employment without regard to race, color, religion, sex, sexual orientation, national origin, physical or mental 
handicap, or age. 


