
 

 

    

 

 

JOB DESCRIPTION 

 

JOB TITLE:   Health Navigation Manager 

DEPARTMENT:  Administration     

REPORTS TO:  Executive Team     

FLSA STATUS:  Exempt     

SUPERVISES STAFF: Yes     

  
JOB SUMMARY: The AmeriCorps Health Navigation (HN) Manager will be responsible for planning 
and executing a full AmeriCorps program to recruit, train and lead a team of health navigators to address 
social determinants of health. The HN Manager will be responsible for all grant related deliverables 
including grant and contract management. This position will be responsible for creating workflows, 
processes, training material, delivery, and recruitment strategies for the AmeriCorps Program. They will 
lead, supervise, and work with various staff members and external stakeholders to implement closed loop 
referrals.  
 

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES: 

1. Direct the implementation, execution, and hardwiring of tactics and evidence-based practices to improve 

physicians, staff, leaders, and patient/ family experiences.  

2. Serve as a liaison between the Navigators, the care team, providers, professional health care staff, and other 

involved parties. 

3. The Health Navigation Manager will be a liaison for the local groups and organizations managing contracts 

and partnerships to support making community referrals for patients and their families as appropriate.  

4. The Health Navigation Manager will lead all activities of the AmeriCorps planning grant and may 

participate in grant writing, reporting or other activities at the direction of management to raise awareness 

or improve the program. 

5. Facilitate quality improvement efforts with teams working to improve patient satisfaction by always 

keeping the patient – centered design goal in focus and steering the team towards it. 

6. Performs other related duties incidental to the work described herein as may be assigned or delegated. 

7. Lead the recruitment efforts and work collaboratively with HR, Universities, and other partners to hire the 

best talent. 

8. Caseload and Team Members 

• Manage, track the caseload and coach the Care Navigation team. 

• Troubleshoot issues in real time, identifying and problem solving larger/systemic issues, and elevating 

as needed 

• Serve as main point of contact with IT vendors responsible for the development of the closed loop 

referral program  

9. Scheduling and Assignments 

• Develop and manage a care navigation shift schedule that meets the public health mission and provides 

appropriate resources to support the community, ensuring it is always current and considers leaves, 

holidays, and other absences to ensure coverage 

• Monitor the roster on an ongoing basis for team readiness, training compliance, and provision of IT 

tools and access. 

• Manage special projects and team member assignments 

10. Training and Communication 

• Develop a training guide and modules for future health navigators, assessing needs and gaps, and 

coaching individual care navigators as needed 

• Lead and develop a schedule and content for regular team meetings 



 

 

• Send regular emails/communications to whole team regarding matters such as schedule, expectations, 

and policy/practice changes 

11. Guidance, Documentation, and Quality Checks 

• Regularly update checklists, call scripts, and other guiding documentation for care plan management, 

ensuring they meet current public health guidance. 

• Perform quality checks on care plan management, provide feedback to individual care navigators, and 

inform public health team leadership of trends or key issues that need attention. 

 

EDUCATION/LICENSURE/CERTIFICATION QUALIFICATIONS:  

REQUIRED:  

• Bachelor’s Degree in Nursing, Public Health, Healthcare Administration, Social Work, Business, 

Marketing, Organizational Development, or healthcare related field.  

• 1-3 years of clinical or administrative experience in a healthcare leadership position with a focus on 

patient experience, and/or customer service. 
 

PREFERRED:   

• Master’s degree in a Healthcare related field is strongly desired. 

• Bilingual fluency (Spanish)  

 

SKILLS AND EXPERIENCE: 

REQUIRED: 

1. Ability to make independent decisions.  

2.    Ability to communicate orally and in writing. 

3. Ability to maintain confidence regarding information processed. 

4. Excellent organizational skills and detail oriented. 

5. Ability to handle multiple tasks simultaneously. 

6. Good keyboarding skills and legible handwriting. 

7. Proficiency in Microsoft Office applications. 

8. Ability to communicate with partners and formalize contracts.  

9. Ability to work in a team environment.  

10. Ability to train large groups 

11. Consumer advocate for quality health care and services. 

12. Experience managing individuals and teams, including assessing training needs, coaching and providing 

feedback, and building a positive team culture 

13. Excellent communication, interpersonal, and active listening skills, including an understanding of how to 

conduct interviews around difficult issues 

14. High detail-orientation with the ability to prioritize needs and troubleshoot 

15. Excellent judgment and ability to discern how to handle and when to elevate complex or sensitive issues 

16. Ability to work independently and as part of a diverse team under challenging, time-sensitive 

circumstances 

17. Confidence working with databases and data management systems 

18. Ability to learn and adapt quickly to new information and guidance 

19. Excellent organizational skills, research skills and good judgement. 

20. Ability to interact appropriately and effectively with a wide range of people. 

21. Strong critical thinking skills, excellent composition, grammar and public speaking skills. 

22. Strong diplomatic customer service skills 

23. Excellent interpersonal skills to assist distressed individuals from different cultural backgrounds. 

 

 



 

 

PHYSICAL DEMANDS/WORK ENVIRONMENT: 

PHYSICAL DEMANDS:  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.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 
 

While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to finger, 

handle and feel objects, tools and controls; reach with hands and arms; climb stairs; balance; stoop, kneel, crouch and 

crawl; talk and hear; taste and smell.  The employee must occasionally lift and/or move up to 25 pounds. Specific vision 

abilities include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust 

focus. 

 

WORK DEMANDS:  Work environment characteristics 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 to 

enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the 

employee is not exposed to weather conditions.  The noise level in the work environment is usually moderate. 

 


