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To Learn

Focus on the Future

Job Description — Field Support Specialist — Bay Area, CA

Job Type: Full-time with benefits
Pay Scale: $21-$25/HR

Work with us to make a difference in the underserved pediatric population

Join Vision To Learn and make a direct impact in your community by helping provide vision
services to school-aged children in underserved communities who would otherwise go without
access to care.

For more information about career opportunities and to see the impact of our work, please visit
our website www.visiontolearn.org

About Vision To Learn

Vision To Learn is the largest school-based vision care nonprofit in the country. VTL exists to
address one basic premise — if you can’t see, you can’t learn. Vision To Learn provides eye
exams and glasses to students in underserved communities with no cost them or their families
to help them succeed in school and in life. Founded in Los Angeles in 2012, Vision To Learn
has since expanded to schools across the country. Vision care is critical as 80% of all learning
during a child’s first 12 years is visual, we work to solve the problem of lack of access by
partnering with school districts to provide eye exams and glasses at no charge to families. We
have provided over 3.5 million vision screenings, 712,000 eye exams and 595,000 new,
prescription glasses in the last decade.

Who We Are

We are friendly, high energy, knowledgeable, and quality-oriented professionals committed to
Vision To Learn’s mission. We approach our work with a value system of service excellence,
empathy, integrity, open communication, empowerment, and an eagerness to help the
communities we serve.

We are looking for a Field Support Specialist like you to join our team with a positive, proactive
attitude, and commitment to our mission.

Position Summary

The Field Support Specialist will work with a small team that is responsible for all operations,
logistics, and support the field staff located on the mobile clinic. The Field Support Specialist


http://www.visiontolearn.org/

will ensure that all schools in the region meets their consent deadlines and that accurate student
and clinical data is maintained.

Specific Responsibilities

» Handles routine phone call inquiries and clerical functions as needed

* Inputs, maintains, and processes all screening and consent data

* Provides support to field staff the day of visits with EHR support

* Verifies and enters patient data by reviewing, correcting, deleting, or reentering data

» Supports scheduling coordinators: periodically report problematic sites, low consent form
numbers and sites that are not responsive to outreach

» Manages and updates Dynamics system: build exam rosters for sites, request needed
corrections and communicate conflicting data

* Works on special projects for management as requested

* Coordinate supplies ordering for office and clinic

Who You Are

* Accurate, organized, and detail oriented

* A self-motivated individual that can work independently and effectively with team members
* A problem solver

* Able to learn quickly

* Willing to commute / travel within specified region

Qualifications

* Excel expertise and computer literacy is required
« Filing skills (physical and digital)

* Excellent communication skills

 Experience with collecting and analyzing data and providing recommendations

Our normal work week is Monday through Friday; however, there are times that employees may
need to work OT. Flexibility is a must!

Successful candidates will have a proven track record for attention to detail, with positive,
proactive attitudes who are dedicated to our mission. Vision To Learn is a rapidly growing
organization and team players are critical to our collective success.



Vision To Learn is committed to a diverse staff and to a culture that holds equity as a value and
a priority. VTL welcomes applicants who bring a variety of perspectives, experiences, and
competencies. People of color, women, people with disabilities, and LGBTQIA+ persons are
strongly encouraged to apply. VTL is an equal opportunity employer and does not discriminate
based on race, creed, color, religion, ethnicity, national origin, party or political affiliation, sex,
sexual orientation or gender identity, age, disability, veteran status, marital status, or any illegal
or prohibited factor. We will consider for employment all qualified applicants, including those
with criminal histories, in a manner consistent with the requirements of applicable state and
local laws.

As a direct healthcare provider and to protect the health and well-being of our employees, VTL
has implemented best practices for ensuring a clean and safe work environment. Employees
will be asked to pass a Department of Justice background check/fingerprinting (LiveScan), child
abuse history clearance, TB, and drug test.

Quialified applicants please forward your resume and cover letter to
joy.cortez@visiontolearn.org and careers@visiontolearn.org.

Benefits:

Health Insurance

Vision Insurance

Paid Time Off

401(k)

Employee Assistance Program
Flexible Spending Account
Dental Insurance
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