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Job Title: Data Strategy and Analysis Officer
Organization Type & Size: Foundation, Large
Reports To: Chief Operating Officer
Department/Team: Operations
Salary Range: $100k to $116k 

This job description was provided by a member of the Technology Association of Grantmakers (TAG) and has been anonymized. Learn more about TAG at tagtech.org.

Key Responsibilities or Duties:

Development and Management of Grants Data Collection Systems 
· Identify and implement useful grant-level codes to inform learning and practice, and to enable mapping grantmaking to components of strategy, working closely with programs and leadership to align codes with their learning questions 
· Work with grants management to design components of grant forms such as grant applications and grantee reports that can provide information useful for aggregate reporting and analysis 
· Ensure structure of data collected in the grants management system will allow it to be used in the ways intended 
· Augment data collected by the grants management system with relevant information from other sources (e.g. additional categorizations) 
· Improve data quality by developing guidance on coding definitions and usage, and by assessing and addressing inconsistencies in usage, with programs and grants management 
· Work with grants management and GivingData to enhance database features and functionality 

Support for Evaluation and Strategic Learning 
· Provide data for additional analysis and reflection, e.g. exploratory grantmaking dashboards, trends and themes in grantmaking, grants mapped to the outcomes they are coded to, etc. 
· Facilitate understanding and sense-making of descriptive grantmaking data 
· Work with grants management and GivingData to ensure the database can capture any key data points relating to progress assessments and learning from both grantees and program staff 
· Assist with the development of systems that help programs document and utilize learning from their work 
· Assist with extraction, analysis, and utilization of external or field data identified as relevant to programmatic work 

Data Analysis, Visualization, and Reporting 
· Analyze qualitative and quantitative survey data and produce reports that summarize learning and findings 
· Work with communications and leadership to design and produce data products to accompany annual reports, and other reporting for donors and board 
· Work with programs and evaluation on data analyses that can support strategic learning and reflection, e.g. analysis of geographies data, and themes or trends within our grantmaking portfolios 
· Provide support to staff on interpreting and utilizing data 
· Develop exploratory grantmaking dashboards that give programs and leadership the ability to quickly query and filter to portfolio cross-sections of interest 
· Work with grants management and leadership to develop dashboards to monitor grantmaking processes e.g. budget reports, special grant circumstances 
· Utilize a variety of data analysis techniques as needed, including qualitative coding, natural language processing, and spatial analysis 

Knowledge Management 
· Design systems and processes to surface key information from silos, to be shareable and searchable within centralized knowledge repositories 
· Develop strong information architecture and metadata structures to support document and content management across enterprise tools and storage locations 
· Advise on content structure and the creation of lists, libraries, and calendars, in SharePoint or other intranet software that allows content surface in different views for different purposes and audiences 
· General support and input on WPF’s cross-departmental digital workplace initiatives 
· Work with IT and Legal on data governance to ensure information is securely handled in accordance with the record schedule, and to document and set standards around data flows, storage locations, and how its accessed  

Data Infrastructure and Engineering 
· Develop data pipelines that extract tables from systems such as Giving Data and transform, join, and make accessible data in formats needed for various reports and analyses 
· Ensure data pipelines are automated, so reports and dashboards stay up to date with live data  
· Connect to APIs to integrate external datasets with internal ones 
· Work with IT and consultants to set up databases to store input and output data from data pipelines, and to house data extracted from external sources 
· Work with IT and consultants to manage server infrastructure needed to support and automate data related scripts 

Other Cross Departmental Functions 
· Lead design and implementation of staff and grantee survey requests, including needs assessment, question and tool design, and analysis as needed 
· Work with the Chief Diversity, Equity, Inclusion, and Belonging Officer on ways data can support learning around organizational DEIB efforts and progress 
· Consult with operations departments on data collection and utilization aspects of business process improvement workflows 
· Collaborate with Foundation’s Grants Management, Communications, IT, and other teams for joint efforts related to supporting their work 

Management 
· Manage relationships and work of external consultants engaged for data strategy-related work, e.g. data engineering, data product development 
· Provide supervision and guidance to future technical developer roles the organization may hire on any of the areas under the DSAO’s purview. 
 
Field Presence 
· Stay current on state of philanthropy, in context of Foundation’s approach and position 
· Participate in field events and affinity groups 
· Observe field trends and learning to assess applicability for us 
· Identify and share knowledge and experiences with peer funder colleagues 

Education & Experience Requirements:
· Master’s degree and minimum 8 years related employment and/or other skills development experiences 
· Excellent strategic and analytical thinking 
· Excellent data analysis, manipulation, and visualization skills 
· Demonstrated experience managing, querying, and extracting insight from large datasets and databases 
· Excellent survey and data collection tool design skills  
· Strong understanding of and demonstrated experience implementing principles of data equity 
· Excellent project scoping and management skills for multi-stakeholder and cross-organizational initiatives 
· Advanced proficiency in a data-focused scripting language, specifically R or Python 
· Proficiency in dynamic web-based document production software/languages, specifically RMarkdown (or Quarto) and CSS/HTML  
· Proficiency in qualitative data analysis software such as Atlas.Ti, NVivi, or RQDA 
· Proficiency in data visualization software such as ggplot2 and d3, and business intelligence tools such as PowerBI and Tableau 
· Familiarity with technology trends in data collection, data management, knowledge management, and grants management 
· Excellent process improvement and workflow automation skills 
· Demonstrated experience in information architecture and metadata design  
· Ability to leverage intranet and workflow tools such as SharePoint Online as a data collection and management tool and as a knowledge management platform 
· Commitment to Foundation’s core values, mission, and principles 
· Understands and values social justice, including racial and gender equity as an organizational operating principle – and is committed to continued learning on issues related to race, gender, equity, diversity, and inclusion. 
· Excellent organizational skills 
· Excellent written and oral communication skills, effective with diverse audience 
· Experience in a role requiring collaboration within an organization, as well as a demonstrated ability to work with efficiency and diplomacy as part of a team effort 
· Ability to produce consistently high-quality work while maintaining a flexible approach 
· Ability to establish and maintain close, collegial working relationships with colleagues and grantees of diverse backgrounds and perspectives 
· Ability to organize and prioritize work on multiple projects simultaneously and with a minimum of supervision 
· Ability to handle confidential information with complete discretion 
· Experience with the philanthropic sector 


Certifications:
N/A

Physical Demands & Work Environment: 
· Ability and willingness to travel domestically and internationally 
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