
 
 

We’re Hiring a Health Services Care Coordinator! 
 
Mary’s Place provides safe and inclusive shelter and services for women, children and 
families on their journey out of homelessness. We operate a women’s day center and 
several 24x7 family centers/shelters in King County. We serve hundreds of families–moms, 
dads, and children–providing a safe place for them to be inside and together at night, along 
with food, showers, clothing, and access to housing and employment resources. We believe 
that no one’s child should sleep outside. 

Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place 
is an equal opportunity employer with a culturally diverse work environment and a 
commitment to social justice. 

 
Position Description 

 
The Health Services Care Coordinator acts as general administrative support for the Health 
Services clinical team that cares for the health needs of this unique population. This 
position will focus on obtaining and tracking accurate health data for shelter guests, 
facilitating the intake process for guests with complex medical needs, and assisting with 
expediting Health Services encounters with referrals from general staff. An important focus 
of this role will be acting as a liaison between Health Services staff, shelter staff and guests 
to navigate health insurance, medical referrals and appointments and other medical needs 
as necessary.  It will also work in collaboration with Health Services team to continuously 
improve services and health related programming to all Mary’s Place guests and staff.  

 
Key Responsibilities 
 

• Provide general administrative support for Health Services clinical team 

• Improve systems of collecting, recording, and analyzing guest health data  
• Assist general staff and Health Services clinical staff in obtaining accurate health 

metrics on shelter guests in collaboration with the data management team 

• Monitor completion of health-related goals for shelter guests  
• Work in collaboration with other members of the Health Services team and 

development office to provide accurate data for grant reporting 

• Assist Health Service’s clinical staff with internal staff communication regarding 



general health and safety concerns in the shelters, and individual guest health 
concerns  

• Expedite Health Services clinical team encounters with guests who are 
referred by general staff 

• Assist with individual guest referrals and care management to outside healthcare 
entities 

• Coordinate inventory and ordering of medical supplies for shelters and clinic sites 

 Other duties as assigned 
 
Skills/Qualifications 

 
• College degree ( AA degree accepted if experienced) and four years in 

relevant work experience; experience in social or homeless services preferred 
• Experience in Healthcare Work Case Management 
• Highly motivated, resourceful, flexible, possesses a positive attitude, and sense of 

humor 
• Strong communication and documentation skills 
• Exhibits compassion and empathy and works well with parents and children 

from all ethnic, social, economic and sexual orientation and backgrounds 
• Strong understanding of, and commitment to the Mary’s Place mission of 

empowering homeless women, children and families 
• Attention to detail, interacting with others in-person and through email, using 

critical thinking skills to strategize, develop and implement business plans, 
create and edit documents, listen and participate verbally at meetings. 

• Proven ability to form positive relationships with clients, vendors, volunteers 
and donors 

• Exceptional time management and organizational skills 
• Proven ability to multitask, set priorities and meet deadlines 
• Proficiency with Microsoft Word and Microsoft Excel 
• Ability to proficiently speak, read, write and understand English 
• Ability to work successfully in a collaborative, team-oriented organization 
• Ability to understand and maintain appropriate boundaries 
• Ability to work evenings and weekends as needed 
• Ability to proficiently speak and understand other languages; Amharic, Tigrigna, 

Oromo, French, Spanish or Marshallese preferred 
 
Physical Requirements 
 

The physical demands described here are representative of those that must be met   
by an employee to successfully perform the essential functions of this job. 

• While performing the duties of this job, the employee is regularly required to 
talk and hear 

• The employee is frequently required to stand, walk, use hands to finger, 
handle, or feel, type, and reach with hands and arms; and requires the ability 
to occasionally push, pull, lift and/or carry supplies up to 25 pounds 



• Work takes place in a social services environment where long periods of 
sitting, working on a computer, walking to various work areas, going up and 
down stairs, and standing are required 

• Travel to program sites and meetings outside the office and around the county 
are necessary 

Details 
 
This is a full-time position, Monday through Friday and requiring occasional weekend 
and evening hours. Hourly wage is $18-21/hour. In addition, Mary's Place offers the 
following benefits to full-time staff:  

• Medical and dental insurance with the cost for core employee coverage paid at 
100% by the company and competitive family rates  

• Unlimited use ORCA pass for a small deduction per pay period  
• 10 days paid time off (PTO) each calendar year (accrued by pay period)  
• 10 days of sick time each calendar year (accrued by pay period)  
• 9 paid holidays (8 designated company holidays and 1 day of choice)  
• Employee Assistance Program  

Mary’s Place is an Equal Opportunity Employer  
 
How to Apply  
 
Applications accepted until the position is filled. Please send cover letter and resume to: 
stephanie@marysplaceseattle.org. No phone calls please; only applicants selected for 
interviews will be contacted. 
 
 
 

www.marysplaceseattle.org 


