UNIVERSITY OF MAINE
JOB DESCRIPTION 
Title:  

Program Evaluation Specialist 
Department:
Maine Center for Research in STEM Education (RiSE Center) 
Reports To:  
RiSE Research and Evaluation Coordinator 
Date:  

October 2020
PURPOSE: The purpose of this position is to support data collection and analysis, report writing, and dissemination of findings for project and program evaluations under the direction of the RiSE Center’s Research and Evaluation Coordinator. The Program Evaluation Specialist will use qualitative and quantitative methods to support both formative and summative evaluation of projects and programs. The Program Evaluation Specialist will also communicate results and findings to project leaders and stakeholders in order to support, inform, and strengthen integration of STEM education research into practice. 
ESSENTIAL DUTIES/RESPONSIBILITIES:

· Support timely data collection for assigned project/program evaluations, including working with teams to identify and develop instruments and protocols based on project logic models, administering surveys, conducting/recording interviews, and conducting observations with field notes. 
· Analyze quantitative and qualitative data, develop findings supported by evidence, and develop representations for communicating findings to project leaders and stakeholders. 

· Support project/program implementation, ongoing development in response to evaluation findings, and education research including use of findings to inform both project implementation and related research. 

· Write or contribute to writing annual summative evaluation reports for project and programs. 

· Coordinate IRB approval and compliance, including for any evaluation data that may be used to support education research. 

· Collect, organize, and share all evaluation data, data streams, findings, and cumulative metrics through the RiSE Center’s centralized data storage and database system. 

· Works effectively and cooperatively with other members of Center staff, UMaine administration, the campus community, and external clients and customers.  
· Develops and maintains professional relationships that reflect courtesy, civility, and mutual respect.

· Performing other reasonably related activities as assigned. 
KNOWLEDGE AND SKILL QUALIFICATIONS:

Required: 

· Bachelor’s degree in a science, technology, engineering, or mathematics (STEM) discipline or in STEM education, or equivalent. 

· Experience conducting and coordinating classroom and discipline-based education research or program/project evaluations.  
· Exceptionally strong organizational abilities. 

· Strong written, oral, and interpersonal communication skills. 

Preferred: 

· Master’s degree in a STEM discipline or in STEM education. 

· Experience in research or program evaluation. 
SUPERVISORY RESPONSIBILITIES: None.
WORK ENVIRONMENT/DYNAMICS: Work is performed primarily in an office setting, although some visits to research sites or schools may be required (mileage reimbursed). He/she will work in a team-based environment, collaborating with RiSE faculty, other staff members, project researchers and practitioners, and university students. The job responsibilities are fairly predictable, although the workplace is very dynamic and there will be some situations or deadlines that occasionally require adaptability, flexibility, and working outside of the normal workday. This is a job with considerable opportunities for growth. 
WORK SCHEDULE: Normal University of Maine business hours are Monday through Friday 8:00 a.m. to 4:30 p.m.  Due to the nature of the position, work beyond regular hours (to include evenings and weekends) will be necessary to meet the requirements of the position.  The employee shall establish regular office hours and in consultation with the supervisor, adjust the work schedule as appropriate.
WORK YEAR: Full-time, fiscal-year. 
. 
POSITION TYPE: Contingent upon funding and successful performance. Funding is currently available through December 31, 2022. 
SCHEDULE FOR EVALUATION: In the initial six months of employment and annually thereafter in accordance with the UMPSA contract. 

JOB FAMILY/SALARY BAND: 14/02.
Appropriate background checks are required. 
All UMS employees are required to comply with applicable policies and procedures, as well as to complete applicable workplace related screenings, and required employee trainings, such as Information Security, Safety Training, Workplace Violence, and Sexual Harassment.

