
Our company is searching for experienced candidates for the position of program
coordinator. Please review the list of responsibilities and qualifications. While this
is our ideal list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for program coordinator

Coordinates activities of program with inter-related activities of other
programs, departments, or community partners
Prepares periodic reports on program activities, progress, or status
Transcribe the CEO/EVPMA/Dean’s confidential dictation
Edit/proofreading correspondence and other documents
Preparation of correspondence and other documents for final
Signature and distribution of a wide variety of highly confidential
administrative correspondence and UW Medicine related materials for the
CEO/EVPMA/Dean and other professional staff
Review outgoing correspondence for signature, format, accuracy, and
compliance with procedural instructions and inclusion of background material
Scan and email/mail final signed letters and documents to addressee(s)
Save in the electronic filing system
Answer a multi-line phone system for the office of the CEO/EVPMA/Dean

Qualifications for program coordinator

Lead the global strategic joint planning and execution process to ensure solid
governance of key performance indicators, growth objectives, financial
targets and critical milestones for the duration of the partnership agreement
Drive the implementation of root cause corrective action in alignment with
strategic and operational program requirements
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You have a demonstrated program/project management specialty
You are familiar with the continuous improvement concepts
Design and conduct verifiable analyses to track project development, identify
trends and patterns


