preventitin

engage change.
Job Title: Data & Evaluation Coordinator

Job Type: Part Time
Reports To: Assistant and Executive Directors

General Position Summary: Prevention Works, Inc. is a non-profit health education
organization with a mission to build stronger communities by providing comprehensive
health education services to youth and families. Prevention Works, Inc. is seeking a Data &
Evaluation Coordinator responsible for managing the evaluation system for the
organization. This includes developing and using a data management system to generate
reports and to analyze data for funding and community report purposes. The Data &
Evaluation Coordinator will also assist with the development of evaluation strategies for
Prevention Works and its programs.

Principle Duties and Responsibilities:

1. Oversees the evaluation process for all programs, including survey development,
data entry, and data analysis to maintain program excellence and to meet funding
requirements.

2. Collaborates with the appropriate staff members to facilitate the use of proper
evaluation tools for all programs, and to communicate results to appropriate staff
and funders in a timely manner.

3. Provides technical assistance regarding assessment and evaluation activities.

4. Produces written reports of program data and evaluations for learning and funding
purposes.

5. Works with staff and funders on the interpretation and use of data and evaluation
information to improve programs and strategies.

6. Conceptualizes, designs, and implements evaluation and data collection tools.

7. Accurately analyzes and interprets findings from newly collected and existing data.

8. Works with external evaluation specialists for the oversight of the Prevention Works
data and evaluation process.

9. Maintains confidentiality and respects the resources of Prevention Works.

10. Other duties as assigned which are consistent with the goals of Prevention Works.

Minimum Requirements:
1. Demonstrated knowledge of research and evaluation, data collection, processing,
analysis, and reporting.

2. Experienced in data collection methods and evaluation design.

3. ldentify and summarize existing data on Prevention Works programs.

4. Write analytic reports that summarize findings, using appropriate analytic methods.

5. Create and deliver presentations of evaluation findings for internal and external
audiences, including funders.

6. Excellent organization skills and follow-through with the ability to work with
minimum supervision.

7. Must have reliable transportation and telephone.

8. Computer and Internet experience required (Microsoft Word, Excel, and Access).

Education: Minimum of a Masters degree in related field.

Submit résumé and cover letter by 10/6/14 to:
swatkins@prevention-works.org
(Please use “Data & Evaluation Coordinator” in the subject line)

Prevention Works
Attn. Stephanie Watkins
611 Whitcomb, Suite A
Kalamazoo, Ml 49008
Drafted 9/16/2014
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