
 
 

 

Leadership Collaborative Program Coordinator 
 

About Us 

The mission of MHAOhio is to transform how people think about mental illness, make it easier 

to get help, and give people the support they need to get better and stay better.  

 

Our guiding principles include responsibility, respect, inclusivity, expertise, trust, 

communication, emotional health, and equity. We are committed to recruiting and continually 

cultivating a diverse and inclusive workplace.  

 

MHAOhio provides equal employment opportunities to all employees and applicants for 

employment without regard to race, color, religion, sexual orientation, gender identity, gender 

expression, sex, pregnancy status, national origin, age, disability, genetic information, marital 

status, or veteran status in accordance with applicable federal, state, and local laws. 

 

Supervision 

Reports to the Senior Director of Workplace Health 

 

Schedule 

Work hours are generally 8:30 am – 5:00 pm Monday through Friday, flexible based upon work 

demands; opportunities for hybrid in-office/at-home work; fulltime exempt position.  The 

Leadership Collaborative is hosted in four regions: Northeast Ohio, Northwest Ohio, Southeast 

Ohio, and Central Ohio. This position requires monthly travel including overnight stay at 

minimum 12 nights of the year. 

 

Position Summary 

The Leadership Collaborative Program Coordinator provides administrative, logistical, and 

operational support to ensure the successful delivery of program activities for both the mid-

manager and senior leadership collaborative track. This role supports outreach and 

recruitment, manages application and onboarding processes, coordinates vendors and 

materials, and maintains participant and attendance data for evaluation and reporting. The 

Leadership Collaborative Program Coordinator works with the Leadership Collaborative 

Program Manager and Senior Director of Workplace Health to promote inclusive practices and 

support continuous quality improvement throughout the program.  

 

Leadership Collaborative Program Coordinator Responsibilities 

Program coordination, which will include: 



• Program promotion support, direct agency outreach/recruitment 

• Administrative support of the program application process including; tracking application 

submissions, providing initial communication to applicants about the review process, and 

preparing review materials  

• Coordination of vendor relationships including; outreach with prospective program vendors 

(venues, caters, presenters, etc.) and securing day-of logistics for program sessions 

• Preparing program materials including; purchase and pick up of necessary supplies, preparing 

materials for travel for in-person program sessions  

• Support participant onboarding through tracking of received acceptance materials, sending of 

program calendar invitations, and follow-up 

•  Prepare cohort data for program evaluation and funder reports including maintaining 

participant attendance records and distributing and collecting session pre and post assessments 

• Support program continuous quality improvement 

 

Other Responsibilities 

• Working with Leadership Collaborative Program Manager on tracking program expenses 

• Contributing to regular reports for funder(s) 

• Other duties, within reason and scope of the position’s primary duties, assigned only after 

consultation between employee and supervisor 

 

Qualifications 

• Minimum associate's degree in a field related to social work, public health, mental health, 

healthcare management, or business 

• One year experience in program coordination, preferably within the behavioral health 

or nonprofit sectors 

• Ability to communicate clearly verbally and in writing 

• Strong organizational skills and the ability to manage multiple deadlines and co-occurring 

tasks  

• Ability to work effectively with diverse people and communities, understanding and 

respecting different cultural perspectives and lived experiences 

• Ability to work well independently and within a multi-disciplinary team environment, 

managing multiple priorities with efficiency and organization 

• Demonstrated attention and accuracy to detail 

• Ability to fulfill assignments with reliability and adherence to deadlines 

• Proficiency with Microsoft Office products 

 

Salary range: $41,000-$47,000 commensurate with experience and other qualifications. 

 

Benefits Offered: 

• Medical, Dental, Vision, and Life Insurance 

• 403B Retirement Plan 

• Mileage reimbursement and phone allowance (where applicable) 

• Agency-paid professional development as provided in the Employee Handbook 



• Generous leave policy including 24 days of paid vacation and sick leave, 11 paid holidays, 2 

paid personal days, 5 paid mental health days, additional PTO for bereavement and parental 

leave 
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