
POSITION OPENING  

 
 
CoC Operations & Initiatives Coordinator 
 
Position Type: Full Time  
Location: Hybrid - Joliet, IL Main Office, with regular in-person meetings throughout Will, 
Grundy, and Kendall Counties requiring 25-40% travel  
Reports to: Will County Continuum of Care Executive Director  
Salary Range: $45,000 - $55,000  
Application Deadline: Until Position is Filled  
Start Date: Immediate Availability 
 
About the Role  
The Continuum of Care (CoC) Operations & Initiatives Coordinator provides system-level 
operational coordination to support the effective functioning of the regional homelessness 
response system. As a member of the CoC Infrastructure Team, this position supports 
grant and resource administration, organizational records, special initiatives, community 
activities, and the systems necessary to implement CoC priorities. 
 
The CoC Operations & Initiatives Coordinator works across CoC leadership, Infrastructure 
Team staff, committees, funded partners, the fiscal agent, and community stakeholders to 
ensure that activities, resources, deliverables, decisions, and organizational knowledge are 
organized, documented, tracked, and accessible. 
 
The CoC Operations & Initiatives Coordinator full-time, salaried position. The position will 
work within a dedicated CoC Team at designated Lead Agency, reporting directly to the 
CoC Executive Director.  
 
CoC Lead Agency Overview  
Serving as the CoC Lead Agency, United Way of Will County (UWWC) is bringing together 
powerful partnerships to build lasting, social change in our community. Our workplace is 
fast-paced and friendly, small and mighty, progressive and transformative. At UWWC we 
believe in celebrating success, learning from the past, and setting ambitious goals. Our 
work in Will County not only identifies local issues impacting Will County residents, we 
take it further to seek solutions, convene partners and invest resources that will create 
social change to last for years to come. At UWWC, including the CoC Team, wages are 
competitive, with a benefits package including, medical, dental, vision, life/disability, a 
403b, and a generous PTO schedule. A hybrid work environment is offered to all team 
members. 
 
Key Responsibilities 
CoC Operations & Records 
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• Maintain operational systems, calendars, trackers, templates, and shared 
resources that support CoC activities. 

• Maintain organized and accessible CoC records, including policies, plans, 
agreements, reports, meeting materials, and initiative documentation. 

• Support consistent records management, document organization, and preservation 
of institutional knowledge. 

• Track action items, deadlines, deliverables, and follow-up activities across CoC 
initiatives and projects. 

 
Grant & Resource Coordination 

• Support administration and coordination of federal, state, and other resources 
administered through the CoC. 

• Maintain grant agreements, applications, reports, deliverables, correspondence, 
and supporting documentation. 

• Track grant deadlines, reporting requirements, reimbursements, and outstanding 
submissions. 

• Coordinate with the CoC fiscal agent and Infrastructure Team to ensure financial 
and grant documentation is collected, recorded, and maintained. 

• Support grant reporting, monitoring, audits, compliance activities, and project 
closeout. 

 
Special Initiatives & System Projects 

• Coordinate special initiatives and projects. 
• Develop and maintain workplans, timelines, action-item trackers, and supporting 

documentation. 
• Coordinate activities across Infrastructure Team staff, committees, funded 

partners, and community stakeholders. 
• Track progress, deliverables, outcomes, and follow-up activities. 
• Maintain records documenting initiative activities, decisions, accomplishments, 

and outcomes. 
 
Community Activities & Engagement 

• Coordinate CoC-wide meetings, trainings, workshops, forums, listening sessions, 
and other community activities. 

• Coordinate agendas, materials, communications, attendance, logistics, and follow-
up. 

• Support committee and workgroup activities through meeting coordination and 
documentation. 

• Maintain records of participation, activities, outcomes, and follow-up. 
 
Project Review, Monitoring & Compliance 

• Support CoC project review, ranking, and funding competition processes. 
• Maintain application, scoring, reviewer, and competition documentation. 
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• Track project monitoring, compliance deadlines, reporting schedules, and required 
submissions. 

• Organize documentation for monitoring, audits, compliance reviews, and corrective 
actions. 

• Coordinate follow-up regarding outstanding deliverables and required 
documentation. 

 
Communication & Reporting 

• Coordinate communications related to deadlines, meetings, initiatives, 
deliverables, and operational follow-up. 

• Support preparation of reports, presentations, summaries, and planning materials. 
• Maintain documentation of CoC activities and accomplishments to support 

reporting, strategic planning, and organizational communications. 
• Facilitate timely information-sharing among Infrastructure Team staff, leadership, 

committees, partners, and the fiscal agent. 
 
Performance Expectations 
The Operations & Initiatives Coordinator will: 

• Maintain accurate and accessible grant, initiative, compliance, and operational 
records. 

• Ensure deadlines, deliverables, and follow-up activities are consistently tracked. 
• Strengthen operational consistency and accountability across CoC activities. 
• Improve accessibility and continuity of CoC records and institutional knowledge. 
• Support timely implementation of strategic priorities and special initiatives. 
• Strengthen coordination among Infrastructure Team staff, leadership, committees, 

partners, and the fiscal agent. 
• Improve the CoC's ability to document and demonstrate its activities, outcomes, 

and impact. 
 
External/Physical Demands 

• Ability to operate a personal vehicle on a daily basis and provide a valid driver's 
license and proof of insurance 

• Ability to lift, carry, load/unload up to 35 pounds 
• Moderate level of mental and/or visual fatigue and/or eyestrain may result from 

looking at a computer screen for extended periods of time 
• Majority of activities are in an office environment 
• Occasional work outside of normal business hours 

 
Qualifications 
Required: 

• 3-5 years experience working in housing, homelessness services, human services, 
or a related systems coordination role. 

• Strong organizational, coordination, project tracking, and follow-through skills. 
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• Strong written communication, documentation, and record-management abilities. 
• Ability to manage multiple priorities, deadlines, projects, and stakeholders. 
• Experience developing or maintaining systems, processes, trackers, or 

organizational tools. 
• Ability to work independently and collaboratively across organizations and teams. 
• Proficiency with Microsoft Office, Zoom, Google Workspace, spreadsheets, and 

shared document management systems. 
• Minimum High School diploma or GED equivalent 

 
Preferred: 

• Experience in nonprofit operations, grant administration, public systems, or 
community planning. 

• Familiarity with HUD CoC programs, Coordinated Entry, HMIS, or homelessness 
response systems. 

• Experience with grant compliance, monitoring, reporting, or fiscal coordination. 
• Experience coordinating multi-partner initiatives or community-based projects. 

 
Interested candidates can apply by submitting a resume and cover letter, including 
salary requirements, to jobs@uwwill.org .  

United Way of Will County is an Equal Opportunity Employer. 

mailto:jobs@uwwill.org

