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Position Available 
 
Title of Position:       Program Evaluation Specialist  
Reports to:        Program Director 
Hours and Wage: Average of 15 hours per week; $20 per hour 
Position Overview:  Analyze nonprofit organization’s program data; produce reports that show 

program outcomes; suggest improvements in data collection tools and 
processes.  

 
Key Duties Include: 

 Analyze current data collected by Greater Cleveland Volunteers’ programs to determine 
meaning and relevance. 

 Provide written reports of findings for Greater Cleveland Volunteers’ staff and funders. 

 Based on analysis of data, provide recommendations to staff to improve program 
delivery. 

 Review current data collection and reporting methods and suggest improvements as 
needed. Work with program staff to implement changes. 

 Help educate program staff about data collection and program evaluation. 

 Continue working with the Cleveland Metropolitan Schools to gain permission to access 
data about students in Greater Cleveland Volunteers’ tutoring and mentoring programs. 

 Develop a process for utilizing student data to show impact of these programs. 

 Work with Greater Cleveland Volunteers’ database coordinator and data entry 
volunteers as needed. 

 
Additional Duties Include: 

 Assist with large Greater Cleveland Volunteers events.  

 Fulfill other duties as requested by supervisor. 
 
Qualifications: 

 Required: Bachelor’s Degree; minimum of two years’ experience working in a program 
evaluation or data analysis position; excellent verbal and written communication skills; 
administrative ability and the ability to keep large quantities of information 
organized.  Proficiency in building Microsoft Access relational database tools for data 
collection and Excel tracking and monitoring worksheets.   

 Preferred:  Experience working at a nonprofit organization; experience using a 
Salesforce database. 

 
Interested candidates should send a resume and cover letter via E-mail to: 
Kirsten Frei-Herrmann, Program Director 
Greater Cleveland Volunteers 
Kfrei-herrmann@greaterclevelandvolunteers.org 

 


