
JOB DESCRIPTION
Economic Opportunities Program Coordinator

Department: Home Health Aide

Application Deadline: September 9 for best
consideration. Open until the position is filled.

Position: Full-time
Time frame: Permanent

Organization Overview: Home Health Aide (HHA) Program Overview:

Encuentro’s mission is to transform New Mexico
into a thriving community for all of its residents.
We do this by engaging with Latine immigrant
families in educational and career development
opportunities that build skills for economic and
social justice. Encuentro is committed to the
belief that quality education should build both
individual and community knowledge, and with
that knowledge comes individual and community
power. Encuentro’s collaborative model
demonstrates that strategic community
partnerships can expand and strengthen the
safety net for immigrant families; furthermore,
when programs are collectively offered in a
culturally relevant, justice-oriented environment,
they act as entry points into leadership
development and community engagement
opportunities, which build social capital and
promote social and economic justice.

Demand for elder care services is on the rise as the
Baby Boomer generation ages. While paid caregivers
represent one of the fastest growing workforces in
the country, there is a dearth of trained, culturally
and linguistically competent providers nationally and
more specifically, in the Albuquerque, New Mexico,
Metro area. Encuentro has designed an innovative
education and training program that places the
experiences and needs of Home Health Aides (HHAs)
engaged in the workforce at the center of program
development. The program prioritizes
comprehensive training and promotes the
leadership and economic opportunities of Latine
immigrant HHAs, creating an alternative to the
low-wage, disempowered, and high-worker-turnover
culture that characterizes the for-profit home health
industry.

Position Overview:
Encuentro is looking for a motivated self-starter to coordinate economic programs that are
central to the Home Health Aide department (HHA) including EnCasa Care Connections (ECCC),
the HHA internship, and supporting the ABQ Assisted Care in Community Cooperative (AACC).
Comprehensive training will be provided as the selected candidate transitions into the position.
This position will function as an important part of the HHA team.

Responsibilities:

The Program Coordinator position plays an important strategic communication role for the HHA
team, interfacing with HHA graduates, clients and external partner organizations. Data
management and reporting, as well as administrative support are key components to growing
capacity within the HHA team. Additional responsibilities are outlined below.



EnCasa Care Connections (ECCC) online matching registry
● ECCC website management

○ Monitor and update information about clients and HHAs in the website
○ Assist with  data tracking, creating reports, and presenting information
○ Communicate ECCC website needs or issues with the website contractor

● Client Services
○ Manage Google Voice inquiry calls from potential clients
○ Coordinate graduate to client matching process
○ Provide follow up to successful matches and support client relationships

● Encuentro HHA alumni Support
○ Support HHA graduates to maintain updated information in the ECCC website

and engage in ECCC meetings
○ Review HHA needs, and collaborate with the team to develop timely responses

● ECCC Promotion and Communication with External Groups
○ Maintain good relations with partner organizations and referring professionals
○ Assist with promoting ECCC through community outreach

● Support the creation of a long-term vision of ECCC as a sustainable economic model for
the HHA Community.

ABQ Assisted Care in Community Cooperative (AACC)
● Client Services support

○ Manage Google Voice calls about AACC
○ Support the client to member-owner matching process

HHA Paid Internship Administrative Support
● Coordinate the HHA paid internship twice per year

○ Recruit new partner organizations and HHAs
○ Communicate with partner organizations about memorandums of understanding

(MOUs), internship clients and managing client to HHA relations
○ Support HHA Interns, collaborate with the team to identify barriers, create tools

and resources to support HHAs and their clients
○ Coordinate with the social work student intern
○ Support the team with tasks related to program evaluation

Required Skills
● Advanced level of English and Spanish language fluency

● Professional communication skills

● Demonstrated administrative experience

● Experience navigating websites

● Ability to work independently, and in a team environment

● Basic understanding of WhatsApp, Word, Excel, and Google Documents (Google Drive)

● Experience with Conflict Resolution

● Community outreach and public speaking experience



● Strong organizational skills with attention to detail

● Time management skills and the ability to multitask

● Commitment to immigrant rights, social and economic justice

Preferred Skills
● Graduate of the Home Health Aide entry level course

● Experience working as a Home Health Aide

Expectations
● Emotional maturity with the ability to maintain balance and perspective.
● Flexibility in collaborative work, sharing responsibilities, supporting and recognizing the

contributions of other colleagues.
● Availability to participate in programming and meetings on occasional evenings and

weekends
● Commitment to diversity, respect for different races, ethnicities, identities, genders,

sexual orientation, religions, history of arrests, socioeconomic circumstances and
experiences of migration.

● Be personally committed to the values, mission, and goals of all Encuentro
programming.

Compensation and Benefits

This is a full-time position (40 hours per week). The compensation is $20/per hour ($41600 per
year). Employee benefits include health insurance, 401k retirement benefits, paid sick leave and
generous vacation time.

To Apply
For best consideration, send your resume in English and a cover letter in Spanish that describes
why you are interested in this position and your experience related to the responsibilities and
skills mentioned above by September 9. Include your last name and “Economic Opportunities
Coordinator” in the heading of your email. Send your email to samantha@encuentronm.org.
Visit our website for more information about our organization, services, and clients. No phone
calls please. www.encuentronm.org

Important:
Encuentro is an equal opportunity employer. We value a diverse workforce and an inclusive
workplace culture. Encuentro will accept and carefully review the applications of all qualified
persons regardless of their arrest history, race, ethnicity, religion, sexual orientation, gender
identity and expression, age, national origin, civil status, citizenship status, disability, or veteran
status. The person selected for this position will be required to present a work authorization
document. For example, a Social Security card, passport, or employment authorization
document (EAD card).

mailto:samantha@encuentronm.org
http://www.encuentronm.org/
http://www.encuentronm.org

