
 
 

Job Title Community Education Coordinator 
Reports To Chief Program Officer 

 
Job Purpose 

The Community Education Coordinator plays a crucial role in executing essential administrative 
and programmatic tasks to ensure the effective delivery of services related to the programs 
offered by the community education team. This encompasses providing support for various 
projects and initiatives such as Mental Health First Aid, the Children’s Mental Health Matters 
Campaign, the Healthy New Moms Program, the Older Adult Behavioral Health Program, and 
other educational and outreach endeavors aimed at enhancing the wellbeing of Maryland 
citizens. 
 
Duties and Responsibilities 

• Act as the primary point of contact for help calls, emails, and messages seeking 
information and system navigation, including but not limited to inquiries related to Mental 
Health First Aid Maryland trainings, classes, and technical assistance. 

• Oversee the accurate entry of event data into Blackthorn (Salesforce) and Sharepoint for 
all community education teams. 

• Coordinate the setup and completion of training in the learning management system 
(LMS), ensuring all necessary steps are taken for effective class delivery, invoicing, and 
data accuracy. 

• Provide program delivery oversight as requested to specific projects as assigned, 
including partner management, program delivery, grant reporting and outreach efforts.  

• Engage in training to become a certified Mental Health First Aider and Instructor, 
conducting at least three Y/MHFA trainings annually through MHAMD. 

• Support event management by providing technical assistance as requested, for outreach 
and training activities, including webinars and in-person events. 

• Provide administrative assistance to all community education program staff as requested 
to support smooth workflow. 

• Provide coordination as directed of publication inventory, delivery, and related tasks 
pertaining to outreach publications/materials to ensure efficient and effective systems for 
both meeting reporting requirements and effective distribution. 

• Represent MHAMD at external exhibiting/partner events throughout Maryland to 
cultivate, reinforce, and nurture relationships with partner institutions, funders, and 
stakeholders. 

• Contribute to the development and implementation of program performance metrics, 
quality assurance reporting, and program reporting requirements. 

• Draft and review correspondence, publications, grant proposals, and reports. 
• Utilize spreadsheets or other tools to organize data effectively. 
• Assist in the development and implementation of data collection activities and systems. 
• Contribute content to support MHAMD's communication efforts, conducting strategic 

research as needed. 
• Collaborate with other MHAMD teams to foster the growth and improvement of the 

community education team. 
• Perform additional duties as assigned. 

 
 



Qualifications 
• Prior experience in behavioral health services and/or involvement with youth-serving 

organizations (including K-12) is preferred. 
• Demonstrated experience and comfort with conducting training sessions in both virtual 

and in-person settings. 
• Exceptional organizational and time management prowess, adept at efficiently prioritizing 

tasks and seamlessly managing multiple responsibilities. 
• Profound written and verbal communication aptitude, exhibiting a superior level of 

professionalism and discretion in all interactions. 
• Diligent attention to detail and unwavering commitment to accuracy in every task, 

coupled with the ability to uphold confidentiality and handle sensitive information with 
discretion. 

• Demonstrated capability to work autonomously with minimal supervision, thriving in 
dynamic and fast-paced work environments. 

• Remarkable flexibility and adaptability, readily adjusting to evolving priorities and 
deadlines with ease. 

• Proficiency in O365, Excel, Salesforce, SharePoint, project management tools, and 
learning management software, with a proven track record of leveraging these skills 
effectively. Experienced in virtual presentations, event management software, and 
competent in serving as an administrator on various platforms. 

• Strong team player, fostering collaboration and cooperation among colleagues to 
achieve collective goals effectively. 

• Upholds a consistently high standard of professionalism in all interactions and tasks, 
earning respect and trust from peers and stakeholders alike. 

• Demonstrates exceptional problem-solving abilities and a proactive mindset, consistently 
seeking opportunities for improvement and innovation. 

• Must submit to a background check. 

Position Classification 
• Full time, non-exempt and benefits. Benefits include vacation, sick, personal, and 

holidays, life insurance, short-term and long-term disability, 403(b) retirement plan, 
medical, dental and vision insurance, and health savings account. 

 
General Conditions 

• Monday - Friday generally, with ability to flexibly perform activities weekends and 
evenings. 

• Ability to sit or stand for prolonged periods; much of this work will be conducted on a 
computer or phone, with some need to be in-person at the office and events throughout 
the community. 

• Must be able to lift up to 25 pounds at times. 
• Reliable transportation and ability to travel through Maryland along with valid driver’s 

license and active automobile insurance coverage. 
• This position is at least 50% office based. A home office or designated space to conduct 

confidential business including secured access to high-speed internet is required for the 
balance of the time working remotely. 



 

 
Travel Requirement 

Ability to travel throughout the State of Maryland and attend out-of-state conferences as 
required. 
 
Location 

State of Maryland 
Preference to those within commuting distance to Lutherville Office.  
 
EQUAL OPPORTUNITY EMPLOYER: MHAMD is an equal opportunity employer, committed to diversity in the 
workplace. We do not discriminate on the basis of race, color, religion, age, sex, marital status, national origin, 
physical or mental disability, familial status, genetic information, gender identity or expression, sexual 
orientation, or any other characteristic protected by state or federal law.  
 
 


