
 
 

Young & Healthy is in search of a new Program Coordinator 
 

ABOUT YOUNG & HEALTHY 

Young & Healthy is a dynamic nonprofit organization connecting underserved children with free medical, 
dental, and mental health services from volunteer doctors; helping families through insurance enrollment 
and navigation; connecting families to income tax services; and providing referrals to other local services 
and partners. Young & Healthy holds an expansive definition of healthcare. Over the course of 32 years, 
the organization has directly impacted the lives of over 35,000 children, not including the immeasurable 
positive impacts on families, schools, and the overall community. As a leader in trauma-informed care and 
the go-to partner for public health in and around Pasadena, Young & Healthy prides itself on its ability to 
respond to the changing and increasing needs of children and families in its community.  

POSITION OVERVIEW 

The Program Coordinator will be assigned four primary areas of responsibility: (1) Manage and develop 
our volunteer network by nurturing current volunteers, recruiting and training new volunteers, and 
ensuring volunteer hours are accurately recorded in our database; (2) Represent the organization at 
various community events, including ensuring distribution of quality materials and information; (3) Take an 
active role in promoting the organization through various social media platforms by collaborating with co-
workers to create focused content, posting content, tracking analytics, and advising on successful 
strategies to meet communication goals; and (4) Collaborate with the Young & Healthy Parent Educators 
to nurture community relationships and create opportunities for Young & Healthy to provide parent 
education in the Pasadena Unified School District and through community agencies. The Program 
Coordinator may be called upon to support other programmatic areas as needed.   

DUTIES & RESPONSIBILITIES 

1. Manage and Support Volunteer Network 
A. Actively recruit, train, and supervise volunteers to perform various roles on behalf of Young & 

Healthy 
B. Maintain a system for documenting and recording volunteer hours and activities 
C. Create reports concerning volunteer activities as requested by funders, the Board of Directors, 

and for Young & Healthy’s annual evaluation report  
D. Ensures that all volunteers are nurtured and appreciated 
E. In collaboration with the Program Director, plan and execute activities for National Volunteer 

Week and First Grade Dental Education  
F. Develop and promote a program for volunteers to assist Young & Healthy clients with tax 

preparation and other deliverables required by our TOMA (Take Opportunities, Maximize Access) 
funding. 
 

2. Represent Young & Healthy at Special Events and Activities  
A. Assist with, and in some cases take full responsibility for planning and running Young & Healthy 

internal and external events.   
B. Represent Young & Healthy at various community events related to any of the services we 

provide.  
 
 

 



3. Communication  
A. Regularly communicates information about program services, Health Equity and Trauma 

Informed Care to the greater community through traditional and social media outlets 
B. Supports the entire organization by creating and delivering content about services and events for 

Young & Healthy social media platforms, designed to promote awareness about the organization, 
increase the number of clients served, and attract donors to attend fundraising events and 
financially support the organization. 
 

4. Parent Engagement and Education  
A. Work with Young & Healthy Parent Educator to support specific Parent Education content that 

addresses the relationship between financial stability and health outcomes 
B. In collaboration with the Program Director and Program Manager seek and nurture new 

relationships within the school district, early childhood serving agencies, and the greater 
Pasadena community to promote and foster the delivery of educational classes related to Health 
Equity, Trauma Informed Care, and Tax Preparation. 
 

Professional Development 
In addition to these responsibilities, Young & Healthy supports the professional development of its 
employees. We seek individuals to join our team who understand and value opportunities to develop their 
skills and increase their knowledge about the services we provide to the community. The Program 
Coordinator will be asked to constantly increase their knowledge about health equity, Trauma Informed 
Care, and best practices for volunteerism and nonprofit social media communications.  
Internal Communications and Collaborations 
The Program Coordinator will engage in on-going communication with the Program Director concerning 
newly identified needs emerging from our work, gaps in services, successes, and problems with outreach 
efforts.  

 
They will attend and fully participate in team meetings, staff meetings, and other office-sponsored 
workday events. 

QUALIFICATIONS 
 
The qualifications described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made upon 
request to enable individuals with disabilities to perform the essential functions of this position. 
 
1. Education / Experience  

A. B.A. or B.S. preferred  
B. Experience working with volunteers 
C. Familiarity with the greater Pasadena community a plus, but not required. 

 
2. Special knowledge, skills, abilities, or experience desired 

A. Ability to fluently read, write, and speak English; Bi-lingual in English & Spanish a plus 
B. Experience in non-profit organizations desired 
C. Strong written and oral communication skills 
D. Strong social media skills, experience using social media to promote information about nonprofit 

services and engage potential donors strongly desired 
E. Ability to be flexible, meet deadlines and work effectively to balance competing priorities 
F. Demonstrated leadership skills  
G. Ability to work with diverse populations 
H. Strong and positive interpersonal skills, ability to resolve conflict 
I. Ability to organize work, prioritize multiple tasks, and follow through on own initiative 
J. Must be proficient in Microsoft Office Suite  
K. Experience with FAMCare software or other client-based software  



3. Physical Requirements 
A. Must have a valid California driver’s license, a reliable source of transportation and automobile 

insurance coverage of a minimum of $15,000 as required by the state of California 
B. Must be able to speak and hear 
C. Must be able to lift 20 pounds 
D. Must have sufficient stamina to work long hours, sit or stand for long periods, and concentrate for 

long periods of time 
E. Some after-hours and weekend work will be required. 

 
This is a part-time 32-hours per week, non-exempt position. Young & Healthy employees primarily work 
from our office in Pasadena, California. Our typical work week is Monday through Friday, 8:00 am until 
4:00 pm, with occasional evening and weekend work required. 

 
The salary range for this position is $19.00 to $24.00 per hour. Young & Healthy offers paid medical 
benefits including dental and vision insurance, fifteen Paid Holidays, Paid Vacation on accrual basis, Sick 
Days, and a 401(k)-retirement plan after one year of full-time equivalent employment. 

 
The application will be open until the position is filled. A resume and cover letter are required. 
Please submit to jobs@yhpasadena.org 
 

Young & Healthy is an equal opportunity employer and does not discriminate on the basis of race, color, 
national origin, religion or creed, gender, gender identity, sexual orientation, marital status, age, veteran 
status, disability, or any other legally protected status recognized by federal, state, or local law with 
respect to employment opportunities.  

 

Research shows that women and individuals from underrepresented backgrounds often apply to jobs only 
if they meet 100% of the qualifications. We recognize that it is highly unlikely that an applicant meets 
100% of the qualifications for a given role. Therefore, if much of this job description describes you, then 
you are highly encouraged to apply for this role. 

 


