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Data Manager – Job Description 
 
Background 
The mission of Bridge Communities is to transition homeless families to self-sufficiency by working with partners to 
provide mentoring, housing, and supportive services. In collaboration with Program Partners and their volunteer 
mentors, school districts, county and village agencies, physical and mental health providers and numerous human 
service agencies, Bridge Communities provides transitional housing to over 100 homeless families each year.  Key 
services provided by Bridge program staff include case management, employment counseling, children’s services, and 
training in nutrition and healthy food preparation. 
 
Over the past several years, Bridge has significantly expanded its housing capacity and invested in program 
infrastructure to increase the lasting impact for the families served.  With the launch of the children’s program in late 
2015, Bridge adopted a truly two-generational approach to families with a view toward permanently breaking the cycle 
of poverty.  Notable among infrastructure investments was the full implementation of the Homeless Management 
Information System (HMIS), with the capacity to track client progress against numerous measures of self-sufficiency.   
In the Spring of 2017, Bridge was awarded a large, multi-year grant to create an in-house, leading-edge Program 
Evaluation function, and to create data collection and analysis capabilities to routinely monitor and report program 
effectiveness, leveraging our past investments in the HMIS platform.  A significant portion of this grant is the funding of 
the Data Manager, a permanent position. 
 
The Position 
The Data Manager will be responsible for maintaining databases, assuring data quality, providing analyses, 
troubleshooting, generating and analyzing social, programmatic, economic, educational, demographic, housing, and 
employment data, authoring and co-authoring relevant reports, including programmatic recommendations 
In addition to the educational and technical qualifications listed herein, candidates must demonstrate strong verbal and 
written communication skills, be self-motivated and self-organized, and able to set priorities and meet reporting 
deadlines. 
 
Essential Functions  
 

1. Works on developing data collection instruments and protocols 
2. Collects and codes data  
3. Provides quantitative and qualitative data analyses 
4. Converts, merges, and assembles data for analysis 
5. Maintains programs for data analysis 
6. Ensures data quality  
7. Creates data visualizations 
8. Writes reports, including proofing, formatting, and creating data tables  
9. Conducts thorough and critical reviews of all relevant literatures  
10. Coordinates and conducts relevant administrative, research, and evaluation activities as needed 

 
Specific Work Activities/Responsibilities  
 

 Homeless Management Information System (HMIS) 
o Provides oversight of the data management system for Bridge Communities housing programs 
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o Leads individual managers and directors through their own data quality monitoring 
 

 Reporting 
o Assists development staff in the reporting of outcomes and outputs for current and future funders 
o Creates reports in data system using reporting software  
o Develops and distributes reports for board, management team , and program staff to monitor progress 

toward programmatic goals  
o Completes and distributes the Monthly Data Dashboard, reporting on organization-wide progress 

against budgets and operations targets 
 

 Data Analysis 
o Assesses logic models for modification and growth as Bridge Communities evolves 
o Collaborates with Resource Development Director and Director of Operations, or other assigned 

parties, to create integrated data sets for more thorough analysis of program effectiveness 
 

 Surveys and Evaluations 
o Oversees the completion of all quality improvement surveys and evaluations, including surveys of 

existing clients, follow-up surveys of client alumni, evaluations of basic mentor training and Mentor 
University events, program partner surveys, and other survey instruments that may be developed 

 
Qualifications 
 

 Education 
o A BA or BS in a relevant field is required; MA, MS, MPA, or MPH preferred 

 Experience 
o Three to seven years relevant work experience 
o Collecting, coding, analyzing, and reporting results of quantitative data is required 
o Collecting, coding, analyzing and reporting of qualitative data is strongly preferred 

 Other Qualifications 
o Ability to translate and convey complex ideas and findings into accessible written and oral reports and 

presentations  
o Ability to work independently with a high degree of initiative 
o Ability to manage concurrent tasks 
o Working knowledge of statistics  
o Experience with statistical software  (e.g., STATA, SAS, SPSS) 
o Experience in working with reporting and visualization software, (e.g. Tableau or Qlik Sense) is strongly 

preferred 
 
Application Process 

o Please e-mail a cover letter and resume or CV to resumes@bridgecommunities.org 
o Please do not supply references at this time 
o Candidates whose backgrounds are a strong fit to our requirements can expect contact within 10 

business days of receipt of required documents 
o No follow-up telephone calls or e-mails, please. 

 
 
Bridge Communities is an equal opportunity employer. It is our policy to grant equal employment opportunity to all 
qualified individuals without regard to race, color, age, national origin, sex, religion, pregnancy, ancestry, disability, 
sexual orientation, marital status, military or veteran status, or any other status protected by applicable federal, state, or 
local laws. This policy pertains to all personnel actions including, but not limited to recruitment, evaluation, selection, 
promotion, compensation, and termination.  
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