
 
 

Job Opening:   Evaluation and Learning Coordinator 

Status:   Full-time/Non-Exempt 

Reports to:  Principal, Working Partner  

 

Applications must be submitted by November 29 @ 5:00pm CST 

 
About Working Partner 
Working Partner is a Houston-based strategy and evaluation consulting firm created to support 
mission-driven organizations deliver more meaningful results and enjoy greater financial viability 
in an increasingly complex environment. 
 
Working Partner helps clients move from ideas to action and action to results through four core 
practice areas. 

• As Strategy advisors, we create and help implement plans that translate ideas into 
strategic action, generating the policy and structural changes needed to deliver results. 

• Our Capacity Building practice guides our clients through a comprehensive analysis of 
current readiness, capabilities and structure, and creates a blueprint for organizational 
improvement and trainings aimed at ensuring long term effectiveness and relevance. 

• Our Evaluation and Learning work supports our partners in ensuring progress toward 
goals by identifying and measuring critical markers of success and learning from what is 
working or not working. 

• Through meaningful Community Engagement, we help clients build valuable 
partnerships and meaningful connections with the communities they serve. 
 

We are a small consulting firm, with just 4 employees, and work in a shared office space, so the 
ideal candidate must be comfortable working in a fast-paced, team-based setting and juggling 
multiple responsibilities. We value our employees, and as part of our team, you will have access 
to professional development, health benefits, and promotion of wellness. 
 
Job Summary 
Responsible for contributing to the success of Working Partner’s clients and projects by 
supporting the company’s ongoing planning, data management, learning, and engagement 
efforts. Also contributes to continuous quality improvement across the organization’s efforts. 
Must be detail oriented with strong inter-personal and communication skills. This is a good 
opportunity for a relatively new evaluator or emergent learner who wants to build their skills.  
 
Responsibilities: 
Work with the Working Partner team, clients, and other project stakeholders in designing and 
implementing evaluation, strategic planning, and community engagement efforts. 

• Conduct research about communities, key issues, and community assets and gaps to 
inform evaluations, strategic planning efforts, and community needs assessments. 



• Assist with data collection, data cleaning, and data analysis on quantitative and 
qualitative data (survey administration, key informant interviews, and focus groups). 

• Handle project logistics including scheduling meetings, interviews, and focus groups with 
clients, stakeholders, and members of the community; conduct the technical aspects of 
online meetings and facilitation. 

• Support development and implementation of outreach efforts to clients, project 
stakeholders, and community members.   

• Research emerging issues and best practices and organize regular learning sessions for 
staff.  

• Assist in developing, reviewing, and editing final reports and presentations. 
 
Things we look for in a successful candidate: 

• Team-oriented  
• Commitment to put principles of diversity, equity, and inclusion into daily practices and 

actions. 
• Professional demeanor 
• Comfort in a fast-paced environment 
• Takes initiative 
• Curious; drive and desire to learn 
• Strong applied research and planning skills 

 
Knowledge, Skills and Abilities: 
 
Overarching: 

• Bachelor’s degree in social sciences, life sciences, or related field 
• Understanding of evaluation and strategic planning. 
• Ability to work as part of an inter-disciplinary team to plan and assist in conducting 

evaluations, strategic plans, and community engagement. 
• Ability to engage with, listen to, and learn from a broad range of stakeholders and 

encourage their meaningful participation. 
• Ability to identify limitations of one’s expertise and find methods for acquiring additional 

knowledge when necessary.  
• Interest in staying current with trends and best practices in evaluation, emergent 

learning, and planning. 
• Interest in ensuring that all activities are done in a culturally competent manner. 

 
Specific: 

• Ability to communicate effectively in Written, Oral, and Visual form 
o Good active listening skills 
o Write clearly and concisely 
o Proficient in MS Office Suite; especially Excel, Word, PowerPoint 
o Knowledge of Zoom and advanced functionality (breakout rooms, polling, etc.) 
o Knowledge of web-based collaborative applications (google docs, Jamboard, 

sheets, and forms) 
 

• Demonstrate effective interpersonal skills 
o Sensitive to cultural norms and organization practices 
o Can establish and maintain effective working relationships 
o Maintain consistent contact on projects and effectively communicate on progress 

 



• Ability to plan and Implement the work 
o Strong research skills 
o Knowledge of various evaluation designs (non-experimental, experimental, 

quasi-experimental) 
o Ability to gather and analyze data using qualitative or quantitative approaches, 

such as interviews, group processes, observation, surveys, electronic data files, 
or other methods. 

o Write interim reports and assist with final reports and presentations 
o Ability to reach out and communicate with diverse stakeholders  
o High level of accuracy and attention to detail 

 
Preferred Qualifications: 

• Experience in data visualization  
• Experience in gathering data about the community from various data sources, including 

the Census, American Community Survey, and other publicly available data sources, to 
inform research efforts 

• Experience in planning and conducting meetings, presenting information to stakeholders 
• Ability to provide leadership in a team setting, move members forward and build 

consensus 
 
Work Schedule 
This position will work primarily 40 hours per week, Mondays-Fridays, in Houston, TX with 
occasional evening and weekend work. 
 
 
This job description is not meant to be an all-inclusive list of responsibilities and qualifications 
but constitutes a general definition of the position’s scope and function in the 
company.  Working Partner is an equal opportunity employer. 
 
To apply for this position, please email a cover letter, resume and salary requirements to: 
Jessica@theworkingpartner.com 
 
Please, no phone calls about this position! 
 
 
 
 


