
Change Management Coordinator

The Change Management Coordinator will have demonstrated a range of skills 
including: change management, stakeholder engagement, communication, training 
development and planning, and implementing these initiatives in large organizations, 
preferably healthcare providers. Identifies specific training needs by department and 
resource type.  Provides guidance on training and communication methods and 
estimates for resource requirements for participation of different groups within the 
organization.

The Change Management Coordinator will:

 Become very familiar with aspects of the client organization, technology, and 
environment that pose challenges for the project. 

 Identify opportunities for process improvements and cost savings.
 Assess and manage project resources – including overseeing tasks assigned to 

client personnel.
 Develop a training, communication, and knowledge transition strategy. 
 Perform an organizational change readiness assessment.
 Engage stakeholders to contribute the resources, time, and commitment needed 

for the project to be successful.
 Minimize the impacts of change.
 Ensure that proper documentation and training is available for all affected 

personnel.
 Participate in constructing plans for implementation, for the post implementation 

support environment, and for escalation and mitigation of issues that arise during 
the conversion.

 Provide direction and mentoring to project teams, and effectively influence client 
leadership on key decisions.

 Manage change aspects of project plans and manage project risks
 Manage and coordinate communication for change aspects of the project.
 Provide status updates to stakeholders in the project.
 Mitigate critical issues.
 Partner with client to provide proactive guidance to all key stakeholders.
 Plan for future needs.

The Change Management Coordinator will have:

 6 or more years of business process transformation and/or systems 
implementation experience, a significant portion of it in a lead or manager role.

 Strong problem solving and troubleshooting skills with the ability to exercise 
mature judgment

 Eagerness to mentor stakeholders and project team members
 Experience identifying business opportunities to increase efficiency and 

profitability
 Ability to conduct organizational analysis



 Ability to work independently and manage multiple task assignments
 Experience leading or validating a proposed business process model and 

identifying strategies for business readiness
 Ability to identify critical issues and recommend solutions
 Very effective written and verbal communications skills
 Ability to identify and solve problems using analysis, experience, and judgment
 Ability to manage to results - taking ownership of areas of responsibility
 Ability to successfully team with others to achieve shared goals
 Adroit at forming and sustaining successful working relationships

Preferred background:

 Experience working within a hospital revenue cycle or on the implementation of 
an EMR or CIS product.

 An understanding of patient accounting principles, decision support, enterprise 
analytics, and business intelligence tools.

 Previous exposure assessing the technology and vendor impact of ICD-10, 
including roadmap and planning involvement.


