
 

 

 

 

Shaffer Evaluation Group is hiring an Associate 

Shaffer Evaluation Group (SEG), an educational research and evaluation firm based in 
Williamsburg, Virginia, is a trusted partner of K-12 school systems and higher education 
institutions for educational program design, performance monitoring, evaluation, and capacity 
building. We are searching for a high-performing Associate to support our day-to-day 
operations, spearhead communications and development efforts to build business, and provide 
research, writing, and editorial support for our research and evaluation projects across the 
United States. This position requires reliability, exceptional communications and organizational 
skills, the ability to be responsive to clients and staff, and a desire to learn and grow as we 
continue to grow and evolve. This is a part- or full-time position located in our Williamsburg, VA, 
office with telework options. Primary duties are listed below.  
 
Job Responsibilities 
 
Communications and Development 

 Lead and implement the overall communications and social media strategy, including 
development of a subscription-based client newsletter, maintenance and updating of the 
company website and blog, and social media posts; 

 Identify and evaluate requests for project proposals and lead proposal development with 
SEG staff, contractors, and partners, respond to contract inquiries/arrange interviews 
and meetings as needed, and coordinate post-award contract negotiation; 

 Coordinate/implement development of new business lines;  
 Develop and maintain client and partner relationships to support ongoing engagement 

and contracts and source new engagements and contracts. 
 
Administrative and Operational Support 

 Support project management, including preparing project plans and tracking completion 
of tasks across projects; 

 Support office bookkeeping, including invoicing, payroll, and contractor payments and 
maintaining expense records; 

 Provide administrative support to project teams, including facilitating and producing 
detailed notes from client meetings. 

Writing, Editorial and Research Support 

 Conduct literature reviews and rapid desk research; 
 Collect, clean, and organize qualitative and quantitative data for analysis, including 

scheduling and conducting interviews and harvesting data from project documentation; 
 Conduct descriptive analysis of qualitative and quantitative data;  
 Assist with writing, editing, and proofreading reports. 

Other duties as assigned. 
  



 

 

Desired Knowledge, Education and Experience  

 Bachelor's or Master’s degree in related field (research, evaluation, education, social 
sciences, public policy); and at least 2 years professional experience Candidates 
with prior professional experience in K-12 school systems and institutions of higher 
education and/or advanced degrees with strong social science research 
backgrounds will be highly competitive 

 Commitment to SEG’s mission to partner with K-12 school systems and higher 
education institutions to support educational program design, performance 
monitoring, evaluation, and capacity building 

 Strong professional communication skills and confidence interacting professionally 
with external stakeholders/clients 

 Experience with social media programming, website design, business development, 
and financial management  

 Strong writing skills, including the ability to develop and produce content to engage 
and educate stakeholders 

 Superior organizational skills and ability to multi-task and balance competing 
timelines 

 Experience with Microsoft Outlook, Word, PowerPoint, and Excel; online software for 
project management (e.g., Asana), social media management (e.g., Hootsuite), 
accounting (e.g., Quickbooks), and website design and management (e.g., Wix) 

 Customer service orientation and problem-solving mindset and ability to take ownership 
of their work and see assigned tasks through to completion 

 An unwavering commitment to producing high-quality work product 

Compensation 

 This position is available as a part-time hourly position or full-time salaried position. 
The full-time salary range for this position is $38,000 - $45,000. Full-time benefits 
include 8 paid holidays, paid time off, healthcare reimbursement, retirement 
contributions, and support for professional development. 

 
Application Process: 
In lieu of a cover letter, please send your responses to the questions below, and your resume to 
patricia@shafferevaluation.com with your first and last name followed by “Associate” in the 
subject line.  

*Please note: Submissions received without the required responses to the questions below, 
will not be reviewed. Applications are reviewed on a rolling basis with priority given to 
applications received by January 30, 2021. 

1. Why are you interested in working with Shaffer Evaluation Group?  
2. What experience do you have with supporting research and evaluation for schools or 

universities?  
4. How have you supported project work and client deliverables at other 

organizations?  
5. What are one or two strengths that you feel like you would bring to this role?  



 

 

EQUAL OPPORTUNITY  
Shaffer Evaluation Group is an equal opportunity employer. Shaffer Evaluation Group is firmly 
committed to complying with all federal, state, and local equal employment opportunity (“EEO”) 
laws and strictly prohibits discrimination against any employee or applicant for employment 
because of the individual’s race, creed, color, sex, religion, national origin, age, sexual 
orientation, height and/or weight, disability, gender identity or expression, medical condition, 
marital status, partnership status, genetic predisposition or carrier status, military status, arrest 
record and any other characteristic protected by law.  

Reasonable accommodation will be made so that qualified disabled applicants may 
participate in the application process. Please advise in writing of special needs at the time of 
application. While performing the responsibilities of the job, reasonable accommodations may 
be made to enable people with disabilities to perform the essential functions of the job.  

 
 

 


