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Bilingual Wish Intake Coordinator
Sacramento, CA
Full-Time/Non-Exempt

At Make-A-Wish®, we are more than a great place to work — our work is life-changing. Together, we create life-changing wishes for children with critical illnesses. Nearly 40 years ago the inspiration for Make-A-Wish began with one little boy's wish to be a police officer. Today, together with our volunteers, donors, staff and supporters, our chapter has granted more than 10,000 life-changing wishes across the 28 counties we serve and transformed countless lives. 

The Role 
As a Bilingual Wish Intake Coordinator, you’ll be the first point of contact for wish families. You’ll guide them through the intake process, ensure all documentation is complete, and collaborate with medical teams and volunteers to set the stage for each child’s wish.

What You’ll Do
· Process referrals and intake paperwork promptly
· Communicate with families to gather medical and eligibility information
· Liaise with national and local medical teams
· Coordinate with volunteers for welcome calls
· Ensure consent forms and medical clearance are completed
· Maintain accurate records and e-files
· Monitor incomplete or inactive wishes
· Participate in trainings and chapter events
· Ensure compliance with national and chapter standards
· Occasional evening or weekend events as needed 
· Occasional travel within chapter territory required 
· Other duties as assigned by supervisor or Sr Director of Mission Delivery and Outreach 

What You Bring
· Bilingual in English/Spanish highly preferred  
· Bachelor’s degree in nonprofit management, business, or related field preferred
· 2+ years of applicable work experience 
· Strong attention to detail and follow-through
· Proficiency in MS Office and CRM systems (Salesforce a plus)
· Compassionate communication and cultural sensitivity
· Ability to manage multiple tasks with care and efficiency

What We Offer 
· Salary range: $50,000–$52,000 annually
· Full-time, non-exempt with comprehensive benefits
· 401(k), vacation, sick leave, and paid holidays
· A mission-driven culture where your work truly matters

Join Us 
We are more than a great place to work - our work is life-changing. We are fueled and guided by our values - values that are represented in the inspired people we work with and the transformational work we do every day. 

We respect and ensure equal opportunity, regardless of race, religion, ethnicity, national origin, age, gender identity, sexual orientation, disability, perceived disability and other legally protected characteristics.
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