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POSITION DESCRIPTION

Los Angeles Office

TITLE:



Program Evaluator

FLSA:



Non-Exempt, Part-time
REVISED:


October 2011
Overview:  

The Annenberg Foundation is seeking a research student from the communities it serves to contribute to its charitable endeavors.  The Foundation’s Program Team has led the research and development of the nonprofit leadership capacity building initiatives as part of an ongoing effort to support the infrastructure of the nonprofit community in greater Los Angeles.  The Foundation offers free grant seeking workshops and executive leadership seminars, training and assistance to nonprofit organizations through its Alchemy program. 
Key Accountabilities:  The list that follows is not intended to be comprehensive; it is intended to provide a representative summary of the major duties and responsibilities of the position.  Incumbents may not be required to perform all duties listed, and may be required to perform additional, position-specific tasks. 

Responsibilities include, but are not limited to:
Candidate will assist the Program Team with its research and evaluation of Alchemy.  This includes, but is not limited to:

1. Design program evaluations that allow for the tracking, measurement, and reporting of meaningful outcomes and data related to nonprofit organizations and nonprofit leaders.

2. Design participant satisfaction surveys to allow for effective quality control measures and monitoring of program quality.

3. Administer, coordinate, and manage all evaluation processes and procedures for the Alchemy program – which includes, but it not limited to:

· Compile and interpret data received from the pre-Organizational Assessment (using Survey Monkey and/or other evaluation platforms) in order to develop comprehensive data analysis reports for each participating nonprofit (135 in all) as well as for the general class  

· Compile and interpret data received from the post-Organizational Assessment (using Survey Monkey and/or other evaluation platforms) in order to develop comprehensive data analysis reports for each participating nonprofit as well as for the general class  

· Compile and interpret data received from Leadership Seminar Participant Feedback Forms (using Survey Monkey and/or other evaluation platforms) in order to develop a general data analysis report for each Class

· Compile and interpret data received from Anthology Review Day Participant Forms (using Survey Monkey and/or other evaluation platforms) in order to develop general data analysis reports for each Class  

· Compile and interpret data received from Community Champion Feedback Forms (using Survey Monkey and/or other evaluation platforms) in order to develop data analysis reports reflecting general experience

· Interview a random pool of Alchemy stakeholders (participants, trainers, community champions, Annenberg Foundation staff, etc,) to determine the effectiveness of the various components of Alchemy 

· Assist, as needed, on various activities related to the collection, interpretation, analysis and preparation of evaluation forms and/or data analysis reports.

Education and Experience:

Master’s in Social Work, Public Policy, Public Health, Policy Administration, Business Administration, or other equivalent required. PhD in similar fields is preferred. 

Primary Interactions:

· Daily interaction with Program staff and Grants Administration staff related to proposals, procedures, data management, file reviews, edit reports and grant agreements

· Regular contact with the Project Director(s) and the Trustee(s) associated with assigned project(s)
· Regular contact with Director of Operations, Communications Officer, Program and Grants teams associated with assignments.
Knowledge, Skills and Abilities:

· Must have advanced Survey Monkey, MS Word, Excel skills and competencies including the ability to do mail merges.

· Strong research and report-writing skills 

· Strong attention to detail and accuracy

· Strong organization skills and ability to create plans and monitor results 

· Strong oral/written communication skills

· Initiative and persistence when working independently

· Strong ability to work interdependently as a member of a team
· Ability to balance priorities in a multi-task environment

· Critical thinking and analytical skills 

· Tact and ability to work effectively with Trustees, colleagues, grant-seekers, government officials, and the general public 
· Ability to use data systems and office software (e.g., Word, Excel) and knowledge of the GIFTS system

· Ability to create plans and monitor results

· Familiarity with governance requirements in the foundation and non-profit sectors

Candidates will have the opportunity to work with community organizations while learning about the inner workings of how foundations carry out capacity building initiatives.

Forward resumes to: jobs@annenbergfoundation.org
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