
SHAFFER EVALUATION GROUP, LLC 

Job Title: Research Associate; Senior Research Associate 

Reports to: President, Shaffer Evaluation Group LLC 

Background: The Shaffer Evaluation Group LLC (SEG) works in partnership with school 
districts, colleges, universities, educational agencies, and non-governmental organizations to 
build successful programs informed by evidence. SEG offers services throughout the program 
life-cycle, ranging from research, planning, and consultation during the program design phase 
through the assessment of program outcomes. Shaffer Evaluation Group is certified by the 
Commonwealth of Virginia through its SWAM program as a Small, Woman-Owned Business. 
 
Job Summary: Research Associates work as part of the Shaffer Evaluation Group research team 
and engage in all aspects of research and evaluation, provide oversight to various projects, and 
direct and/or collaborate with other staff/subcontractors. Activities will include collecting, 
organizing, and analyzing data; preparing reports; developing research and evaluation proposals; 
managing projects; and helping to secure new business funding. Part-time or full-time position 
available. Salary dependent on qualifications. 
 
Job Responsibilities:  
 
1. Project Management 

 
1.1. Serves as research lead or researcher on assigned projects; 

1.2. Supervises and/or coordinates with other research team members, including SEG staff 
and subcontractors, on projects; 

1.3. Develops research and evaluation questions and plans appropriate to project goals and 
budgets; 

1.4. Prepare materials for Institutional Review Board review and monitor approved projects 
to ensure ongoing compliance;  

1.5. Manages recruitment and retention of study participants from multiple sites, including 
consent processes. 

1.6. Coordinates, schedules, tracks, and manages research activities, including data 
collection, analysis, and reporting, within established timelines; 

1.7. Maintains complete and accurate documentation of project tasks; 

1.8. Prepares and/or monitors project budgets and maintains projects within budget 
parameters; 

1.9. Maintains effective communications and positive relations with SEG clients; 



2. Data Collection 

2.1. Ensures that appropriate instrumentation (e.g., surveys, interview protocols, observation 
protocols, knowledge assessments) for responding to research and evaluation questions 
are identified and/or developed; 

2.2. Ensures that written materials for research activities (e.g., correspondence, research 
protocols) that are clear and well presented; 

2.3. Ensures that quantitative and qualitative data are collected using appropriate techniques 
to ensure reliability and validity; 

2.4. Organizes and conducts site visits and/or field data collection involving multiple data 
collection methods. 

3. Data Analysis and Reporting 

3.1. Ensure that data are processed, cleaned and organized in preparation for analyses; 

3.2. For quantitative data, conduct (or oversee the conduct of) statistical analyses ranging 
from descriptive analysis to multivariate analyses;  

3.3. For qualitative data, conduct (or oversee the conduct of) rigorous analyses; 

3.4. Summarize and report results in written formats suitable for consumption by various 
stakeholder groups within specified deadlines;  

3.5. In collaboration with SEG colleagues and/or clients, prepares research manuscripts and 
presents research projects and findings at national conferences. 

4. Business Development 

4.1. Develops new business opportunities by networking with current and potential clients; 

4.2. Prepare and submit research and evaluation proposals to secure funding for future 
projects; 

4.3. Contribute in other ways to the development process. 

5. Other Duties as Assigned. 

Decision-making Authority: Research associates independently carry out day‐to‐day activities 
related to essential job functions and represents the organization with a variety of outside 
individuals and organizations; provide recommendations and products for review and comment 
by the President of SEG, other SEG staff/subcontractors, or clients as applicable, and keep the 
President of SEG informed of issues related to projects and services, seeking advice as needed. 



Work Location: This is a 100% telework position that requires infrequent site-based travel. 
Travel outside of the employee’s home city is compensated at rates not to exceed the current 
GSA domestic per diem rates.  

Work Hours: To be determined with the employee.  

Desired Knowledge, Education, Skills and Experience: A strong background in research 
methods and evaluation design and K-12 education is required. Excellent organizational, oral and 
written communication, and interpersonal skills, both quantitative and qualitative analytic skills, 
and the ability to handle multiple tasks are essential. The successful candidate will be proficient 
in designing evaluation studies, experienced with mixed method approaches, and will have 
participated in the development of published manuscripts. The successful candidate must have 
the ability to work independently and as part of a team, and to manage several tasks 
simultaneously. The ability to adapt to timeline adjustments and reorganize work accordingly is 
essential. Previous experience working in a school district setting is preferred. A Ph.D. in 
Education, Educational Research, and/or Evaluation is strongly preferred, but comparable 
experience with a master’s degree is acceptable. 

Other Job Requirements: Occasional work outside of normal business hours and/or in excess 
of the standard work week is anticipated to meet project deadlines; compensatory time will be 
offered. Successful applicant may be asked to undergo criminal history screening, 
education/degree/certifications verification, social security number trace, sex offender registry 
search, and prior employment verification. 


