
GA Carmichael Family Health Center 
Job Description 

Intervention Coordinator / Clinic Project Lead 
 

Position Title Intervention Coordinator / Clinic Project Lead 

Project NIH ComPASS Project 

Site GA Carmichael Family Health Center 

Partner Organization My Brother’s Keeper, Inc. 

Reports To GA Carmichael Site Leadership and MBK COMPASS Project 
Leadership 

Salary / Budget Base $55,000 

Position Summary 

The Intervention Coordinator / Clinic Project Lead will serve as GA Carmichael Family Health 
Center’s primary site-level coordinator for the NIH ComPASS project. This position will support 
the planning, implementation, coordination, and documentation of clinic-based sexual and 
reproductive health systems-change activities, including opt-out HIV testing, STI screening 
workflows, PrEP education and navigation, standing orders, Epic/EHR documentation 
processes, referral tracking, quality improvement activities, and staff training. 

The Coordinator will work closely with GA Carmichael’s provider champion, nursing or medical 
assistant lead, case management/navigation staff, Epic/IT lead, QI/data lead, and MBK project 
leadership to ensure that project activities are implemented on schedule, aligned with the 
approved COMPASS workplan, and responsive to the needs of patients and communities 
served by GA Carmichael. 

Essential Duties and Responsibilities 

The Intervention Coordinator / Clinic Project Lead will: 
• Coordinate GA Carmichael’s day-to-day implementation of COMPASS project activities. 
• Serve as the primary site contact for MBK, project partners, consultants, and GA 

Carmichael’s internal implementation team. 
• Support the development and implementation of clinic workflows for opt-out HIV testing, 

STI screening, PrEP education, PrEP navigation, referral tracking, and follow-up care. 
• Coordinate site readiness activities, including review of current workflows, SOPs, intake 

forms, Epic/EHR prompts, order sets, referral tools, quality assurance reports, and data 
collection processes. 

• Work with clinical and administrative staff to implement standing orders, documentation 
templates, referral processes, and patient navigation workflows. 

• Coordinate with the Epic/IT lead and QI/data lead to support baseline data extraction, data 
cleaning, reporting, and ongoing monitoring of project measures. 

• Track implementation progress, site deliverables, barriers, corrective actions, and quality 
improvement activities. 



• Schedule and document site meetings, trainings, workflow planning sessions, and 
technical assistance activities. 

• Support staff training related to stigma-free care, sexual and reproductive health service 
delivery, HIV/STI screening, PrEP navigation, and project documentation requirements. 

• Assist with preparing site-level updates, reports, meeting summaries, data requests, and 
documentation required by MBK and the COMPASS project. 

• Support communication between GA Carmichael’s clinical, navigation, data, and 
administrative teams to ensure consistent implementation across the site. 

• Ensure project activities are implemented in a culturally responsive, patient-centered, and 
non-discriminatory manner. 

• Perform other project-related duties as assigned. 

Required Qualifications 

• Bachelor’s degree in public health, healthcare administration, nursing, social work, health 
education, public administration, or a related field. 

• At least two years of experience in clinic operations, public health, project coordination, 
patient navigation, quality improvement, or grant-funded program implementation. 

• Experience coordinating meetings, tracking deliverables, maintaining project 
documentation, and supporting implementation workflows. 

• Strong written and verbal communication skills. 
• Strong organizational skills and attention to detail. 
• Ability to work effectively with clinical, administrative, data, and community-facing teams. 
• Ability to maintain confidentiality and follow all applicable privacy, ethical, and 

organizational standards. 

Preferred Qualifications 

• Experience working in a Federally Qualified Health Center or community health center 
setting. 

• Knowledge of HIV/STI prevention, PrEP, sexual and reproductive health, community 
health, or primary care workflows. 

• Experience working with EHR systems, preferably Epic. 
• Experience supporting quality improvement, data reporting, or grant-funded evaluation 

activities. 
• Experience working with underserved communities, racial and ethnic minority 

communities, LGBTQ+ communities, or communities impacted by HIV/STIs. 


