Immunization Coordinator
Full-Time | Day Shift | Monday–Friday | No Nights, Weekends, or Holidays
Location: Grand Rapids, MI
About Grand Valley Medical Specialists
Grand Valley Medical Specialists (GVMS) is a physician-owned private practice that has proudly served the Grand Rapids community since the 1930s. Our team includes physicians and advanced practice providers in internal medicine, pediatrics, and family medicine, all focused on providing compassionate, high-quality care to our patients.
As our practice continues to grow, we're looking for a dependable, organized, and detail-oriented Immunization Coordinator to help manage our immunization program and support our clinical quality initiatives.
About the Role
The Immunization Coordinator will take the lead in keeping our vaccine program organized, accurate, and running smoothly. This includes everything from ordering and receiving vaccines to inventory management, storage, documentation, and maintaining accurate patient records.
We use VaxCare, the Vaccines for Children (VFC) program, Veradigm, and the Michigan Care Improvement Registry (MCIR/STC|ONE), so attention to detail and strong follow-through are especially important in this role.
This position will also support our clinical quality efforts. You'll help track quality measures, identify gaps in patient care, maintain accurate clinical data, and work with our team to improve preventive care and patient outcomes.
We're looking for someone who enjoys staying organized, takes pride in doing things correctly, and can work comfortably both independently and as part of a team.
What You'll Do
· Oversee the day-to-day coordination and management of the practice's immunization program.
· Manage VaxCare and Vaccines for Children (VFC) vaccine inventory, including ordering, receiving, reconciliation, transfers, returns, and supply monitoring.
· Keep vaccine inventory and immunization information accurate across VaxCare, Veradigm, and MCIR/STC|ONE.
· Research and resolve discrepancies related to vaccine inventory, documentation, immunization records, registries, and systems.
· Monitor vaccine expiration dates, storage conditions, and temperature logs.
· Respond appropriately to temperature excursions and help minimize vaccine waste.
· Make sure vaccines are stored, handled, and rotated according to program and manufacturer requirements.
· Ensure vaccines administered in the practice are accurately documented in the EHR and reported to the immunization registry.
· Review patient immunization records to identify missing or overdue vaccines and support appropriate follow-up.
· Coordinate VFC documentation, program requirements, and compliance activities.
· Work closely with providers and clinical staff to support efficient immunization workflows.
· Serve as a resource for vaccine, inventory, documentation, and system-related questions.
· Support clinical quality initiatives by reviewing patient records and reports, identifying gaps in care, and assisting with preventive care outreach.
· Assist with quality audits, clinical data validation, documentation review, and tracking progress toward practice quality goals.
· Participate in quality improvement projects and work with the clinical and Quality teams to improve workflows and documentation.
· Stay up to date on vaccine recommendations, products, immunization program requirements, and applicable clinical quality measures.






What We're Looking For
The right person will be organized, dependable, detail-oriented, and comfortable taking ownership of this important area of the practice.
Healthcare experience is preferred, particularly experience in a primary care or pediatric setting. Experience with VaxCare, VFC, Allscripts/Veradigm, MCIR, vaccine inventory, vaccine storage and temperature monitoring, immunization records, or clinical quality measures is a plus. That said, we're willing to train the right person.
We're looking for someone who:
· Pays close attention to details and takes pride in accurate work.
· Is comfortable following established procedures and maintaining accurate records.
· Can stay organized while managing multiple responsibilities.
· Enjoys working with data and noticing when something needs attention.
· Communicates clearly and works well with both patients and coworkers.
· Is comfortable using computers, electronic medical records, and immunization registries.
· Can work independently while knowing when to ask questions or bring an issue to the team's attention.
· Is dependable and follows through on responsibilities.
· Brings a friendly, positive attitude to the workplace.
· Enjoys being part of a team and helping others.
· Is interested in finding ways to improve the quality of care we provide to our patients.
Benefits
· Monday–Friday daytime schedule
· No nights, weekends, or holidays
· Health, dental, and vision insurance
· Paid time off and earned sick time
· 7 Paid Holidays, including a paid half-day on Christmas Eve
· 401(k) retirement plan with employer Safe Harbor and profit-sharing contributions — no employee contribution required
· Life insurance
· Short- and long-term disability coverage
Join a team where organization, teamwork, and attention to detail make a real difference in the care we provide to our patients.
Please contact: 
Patricia Mays: Email: pmays@gvmsonline.com
