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Community Navigation Coordinator
FLSA Status: Non-exempt
Reports To: Survivorship Programs Director
Work Location: Las Vegas area with statewide travel as needed; hybrid-remote schedule as assigned

Position Summary
The Community Navigation Coordinator provides non-clinical tele-navigation for ThriveNV clients statewide and serves as the primary southern Nevada-based navigation and outreach staff member. This role coordinates day-to-day ThriveNV navigation operations with the survivorship team and supports the Survivorship Programs Director in coordinating the Oncology Patient Navigation Network statewide, including bi-monthly meetings, communications, and attendance tracking. The position also supports survivorship initiatives, community outreach, education, and campaign activation in Las Vegas and contributes to quarterly reporting inputs. To reduce single points of failure, this role maintains standardized documentation, shared trackers, and cross-trained backup coverage for navigation and network coordination workflows.

Qualifications
1. High school diploma or equivalent required; associate or bachelor's degree in a health-related field, public health, education, or similar strongly preferred
1. Completed training in navigation and/or community health work preferred
1. Two or more years of experience in patient navigation, community health, healthcare support, outreach, or health education
1. Bilingual English/Spanish required, with ability to provide culturally and linguistically appropriate navigation support
1. Experience with public speaking, presenting, or community education strongly preferred
1. Strong documentation discipline and comfort using case management and communication systems
1. Valid driver's license, reliable transportation, and ability to transport outreach materials as required
1. Ability to travel within Nevada and work occasional evenings or weekends for meetings and events

Essential Functions
Statewide Community Navigation Services
1. Provide direct non-clinical patient navigation services to individuals statewide impacted by cancer and their caregivers, including barrier identification, resource connection, referrals, and follow-up.
1. Provide navigation services to individuals seeking cancer screenings, including education, referral pathway support, and connection to screening resources.
1. Provide Spanish-language navigation support and ensure culturally and linguistically appropriate communication and follow-through.
1. Conduct intake and document patient interactions and case notes in the navigation system using standardized documentation expectations.
1. Communicate with patients via phone and text and maintain appropriate boundaries, documentation, and response practices.
1. Maintain strict client confidentiality and comply with HIPAA and NCC privacy practices.
Oncology Patient Navigation Network Coordination
1. Support Survivorship Program Director in coordinating and managing the Oncology Patient Navigation Network statewide, connecting nurse navigators, non-clinical navigators, community health workers, and partner organizations.
1. Assist in facilitating bi-monthly network meetings focused on resource sharing, cancer support, networking, and surfacing system barriers patients face.
Data and Reporting Support
1. Assist with entering, compiling, and validating data needed for quarterly reports submitted to the State or other funders.
1. Maintain consistent internal tracking for navigation volume, screening navigation activity, and network participation metrics.
1. Coordinate with the Operations team to ensure evidence files are complete and audit-ready, including attendance logs, communications, meeting documentation, and deliverable artifacts.
Community Outreach, Education, and Campaign Support
1. Participate in community outreach and health events throughout Nevada, with primary emphasis on southern Nevada activation and partner engagement.
1. Build connection and maintain relationships with community-based organizations and clinics for both navigation and survivorship initiatives.
1. Educate community members on the importance of cancer screenings and promote ThriveNV navigation services.
1. Distribute educational materials and support event logistics as needed in coordination with Community Engagement Manager and Communications Director.
1. Support organizational visibility through participation in local Las Vegas media outlets when requested and approved by leadership.
Continuity and Survivability Responsibilities
1. Maintain step-by-step SOPs for core workflows including ThriveNV intake documentation, communications practices, and Navigation Network meeting administration.
1. Maintain shared trackers and documented calendars so another staff member can execute essential tasks during absences or transition periods.
1. Crosstrain an adjacent backup staff member on limited, repeatable tasks such as Constant Contact sends, DonorSnap attendance logging, and meeting recap distribution.
1. Ensure navigation and network resources are stored centrally and are accessible to leadership and designated backups.
Supervisory Responsibility
1. None
Key Deliverables and Success Measures
1. ThriveNV navigation delivered consistently with timely documentation, follow-up, and appropriate referrals.
1. Spanish-speaking clients supported with culturally competent, clear communication and reliable continuity.
1. Navigation Network meetings executed on schedule with documented agendas, attendance, and post-meeting recaps.
1. Quarterly reporting inputs submitted accurately and on time with complete evidence and documentation.
1. Core workflows documented and cross-trained to prevent disruption during staff absences or turnover.
1. Complete George Washington Oncology Patient Navigator training within 6 months of hire date.
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