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

At Make-A-Wish Northeastern & Central California, we create life-changing wishes for children with critical illnesses across 28 counties. Our chapter has granted more than 10,000 wishes, and we are looking for passionate people to help us continue this mission.

The Role 
This unique role combines two essential functions: welcoming new families into our program (intake) and bringing wishes to life (coordination). You will split your time between processing new referrals, conducting family welcome calls, obtaining medical clearances and managing an active wish caseload, coordinating logistics, and working with volunteers and vendors. This role is perfect for someone who loves variety and wants to be involved in the complete wish journey from hello to celebration.

What You’ll Do
· Intake Responsibilities (approximately 50% of time):
· Serve as first contact for new families, conducting welcome calls and intake interviews
· Process referrals, medical documentation, and eligibility verification
· Coordinate with medical teams to obtain necessary clearances
· Maintain accurate intake records and prepare wishes to move forward
· Wish Coordination Responsibilities (approximately 50% of time):
· Manage a caseload of active wishes from discovery through celebration
· Coordinate travel, accommodations, and wish logistics with families and volunteers
· Secure donations, discounts, and partnerships to maximize wish experiences
· Process expense reports and maintain detailed wish documentation
· Both Functions:
· Communicate with families in English (Spanish language skills highly valued)
· Collaborate with volunteers, medical teams, and chapter staff
· Participate in trainings, meetings, and occasional 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
· Must-Haves:
· 1-2 years of experience in customer service, event planning, healthcare coordination, nonprofit work, or related field
· Ability to switch between detail-oriented intake work and creative wish coordination
· Strong organizational and time management skills
· Compassionate communication with families facing medical challenges
· Comfortable learning new technology (we use Salesforce CRM)
· Nice-to-Haves:
· Bilingual in English and Spanish (speaking, reading, and writing) - highly preferred
· Experience with Salesforce or other CRM systems
· Event planning, travel coordination, or project management background
· Volunteer management or coordination experience
· Knowledge of local community resources and businesses

What We Offer 
· Salary range: $55,000–$62,000 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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