Job Announcement
Title:
Position Status:
Reports To:
Hiring Range:
Benefits:

Data Analyst
Full-time, Non-Exempt
Vice President, Impact
$50,833 - $71,167 per year
Full benefits including three weeks of vacation, every other Friday off, paid
health days, paid family and medical leave, retirement, health, dental and
vision insurance, healthcare and dependent care flexible spending accounts,
life insurance, and disability benefits

Founded in 1982, CWEE’s mission is fostering personal and professional transformation for lowincome families through confidence building, customized skills training, and career advancement.
CWEE believes that regardless of personal situations and other barriers to employment, when an
appropriate level of education and support is provided, individuals can and will succeed.
CWEE’s commitment to building durable skills and programming that evolve with the changing
nature of work remains strong. In 2021, due to the pandemic, CWEE accelerated its 2020 strategic
plan and strengthened the team and organizational culture, brought more CWEE to more people
through the establishment of a virtual program and grew revenue to support demand. In December
2021, CWEE announced an updated three-year strategic plan, Blueprint 2.0, which includes:
embracing a culture of organizational learning and continuous quality improvement; adapting and
optimizing programming; and long-term sustainability.
SUMMARY OF POSITION
The Data Analyst is responsible for data management, analysis, and reporting, and for providing
related support across all CWEE teams. This position provides infrastructure and capacity building
for evidence-based program design, implementation, and continuous improvement. The Data Analyst
drafts reports, identifies, and interprets trends, supports organization-wide data quality, suggestions
for creating and operationalizing performance measures, and supports program evaluation. This
position advances the organization’s commitment to continuous learning and improvement by
proactively sharing trends and patterns gleaned from consistent data analysis and research.
ESSENTIAL RESPONSIBILITIES
Data Management, Collection, and Entry (60% of time)
• Act as organization resource on internal database, leading data efforts and building team
capacity to maximize effectiveness
• Serve as database administrator, including creating new tabs, forms, templates, page
sections, and other various customizations in CiviCore, or other internal databases
• Train, guide, and support staff in effective, consistent utilization of internal database
• Regularly enter information in internal database quickly and accurately, collaborating with
teams to ensure data is complete, accurate, and overall sufficient for organization needs
• Design and run quality assurance checks to ensure accurate and updated data
• Access and extract data from internal database(s) to generate reports and/or dashboard
displays for funders and CWEE staff
• Determine and implement effective strategies for improving data collection processes to
optimize efficiency, quality, and measuring outcomes
• Develop and maintain technical documentation of data files
• Design and develop methods, procedures, and specifications for collecting, organizing,
classifying, and reporting on complex information

•

Clean, recode, reformat, and output data as necessary for analysis

Data Analysis & Evaluation (40% of time) reports
• Identify, analyze, and interpret trends in complex data sets
• Determine what data to reflect in analysis, including routine and ad-hoc reporting
• Summarize, interpret, and present results in written and graphic formats for reports,
presentations, grant proposals, etc. tailored to different audiences
• Contribute to developing and operationalizing organization goals and measures
• Proactively flag significant changes and patterns in participant outcomes to Leadership Team
• Develop and maintain technical documentation of analysis files
• Participate as a team member in discussions on analysis and data collection and quality
• Contribute to building an organizational culture of curiosity and rigor
• Provide general analytic support to organization staff
JOB QUALIFICATIONS
• Demonstrated knowledge and skill in data analysis and database management
(Intermediate Excel and/or SQL preferred)
• Ability to determine correlations and causes of trends
• Basic understanding of qualitative and quantitative research methods
• Ability to calculate accurate descriptive statistics
• Proven ability to write clear and concise documentation and descriptions of results, as well
as create charts, tables, and other visual aids
• Highly accurate and efficient with data entry
• Consistent attention to detail
PERSONAL QUALIFICATIONS
• Commitment to CWEE’s mission and providing long-term, durable self-sufficiency through
quality employment
• Active contributor to a positive work culture built on ongoing learning and continuous
improvement
• Ability to work independently and effectively with limited supervision, sometimes on tasks
which may not be clearly defined
• Demonstrated initiative and ability to work across teams
• Ability to prioritize, organize, and efficiently work on multiple assignments simultaneously
• Flexible, a team player with a commitment to personal and professional accountability
• Strong self-awareness, confidence, and integrity
WORK ENVIRONMENT
• Must be located in the State of Colorado by the agreed upon start date
• All staff must be fully vaccinated against COVID-19 and provide proof of vaccination on the
first day of employment; reasonable accommodations will be made for those with medical
reasons or sincerely held religious beliefs
• While CWEE remains remote at the time of this posting, this position will eventually operate
in a hybrid fashion, both in-person and remotely
TO APPLY
Send cover letter and resume to careers@cwee.org. Please indicate ‘Data Analyst’ in the subject
line. Materials will be reviewed and interviews scheduled as qualified applications are received.
NO PHONE CALLS, PLEASE.
CWEE is an Equal Opportunity Employer.
Minorities and individuals dedicated to diversity and multiculturalism are encouraged to apply.
A criminal background check of 7 years is required.
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