211info Position Summary
TITLE: Data Reporting Coordinator

REPORTS TO: Chief Executive Officer

STATUS
Exempt

HOURS PER WEEK: full time
X Non-Exempt

MISSION: Our central hub empowers Oregon and Southwest Washington communities by helping people identify,
navigate and connect with the local resources they need.
CORE FUNCTION: Accelerate 211info’s social impact through targeted data reporting. Create richly detailed reports
that assist partners in illustrating community needs designed to improve community health. Lead QA analysis, identify
process improvements and recommend solutions relating to contacts and behaviors. Provide feedback to quality
management team on results of reviews and monitoring.
CORE ACCOUNTABILITIES:
60%
Data Reporting: Create ongoing and one-time data reports to meet needs of 211info and its stakeholders.
Clarify requests to ensure that reports meet stakeholders’ needs. Meet reporting deadlines. Ensure
consistency and accuracy of reports across programs and projects.
20%
Quality Assurance: Assist in creating reports on contact center performance metrics in order to create
system improvements.
20%
Continuous Improvement: Assess agency data-gathering functions and capabilities for data reporting.
Participate in best practice sharing and learning sessions with other team members.
CORE COMPETENCIES:
Forward Thinking: Anticipate opportunities, explore options and engage in creative problem-solving to lead 211info
into new markets.
.
Critical Thinking: Identify improvements and efficiencies in service delivery and expansion. Sales and service mentality.
Planning and Organizing: Organize work effectively to reflect 211info’s priorities and ensure timely execution.
Teamwork: Focus on teamwork and flexibility.
Cultural Competency: Work effectively with diverse staff and partners.
Promote Shared Values: Build internal support for 211info values and represent the agency positively in public.
Results Orientation: Achieve high levels of personal and organizational performance. Team success is an important
measure of individual success.
Leadership: Provide effective, energetic, decisive leadership; inspire, mobilize and empower staff to carry out agency
vision and mission and achieve goals.
Communication: Effectively share information through listening, writing, and meetings with partner agencies.

QUALIFICATIONS:
Bachelor’s or Associate’s degree in relevant field and 1-3 years’ experience with reporting software, databases and
graphic design preferred.
Energetic and focused self-starter who works well collaboratively and autonomously.
Proficiency with database and reporting tools or languages (e.g., Access, Excel, CRMs, Tableau, SQL)
Commitment to equity, diversity and inclusion.
Detail-oriented with high degree of accuracy in writing reports.
1

Integrity and interpersonal sensitivity with concern for setting and meeting organizational strategic and operational
goals.
Commitment to 211info’s mission, vision, values, culture and history.
Understanding of nonprofits, social service and health care trends, unmet needs and clients.
Familiarity with Oregon legislative and regulatory processes, demographics and urban/rural dynamics.
AGREEMENT: Upon acceptance of employment, employee and supervisor’s signatures confirm that this job description
has been reviewed and is understood to define the scope of work to be completed. I understand that this in no way
constitutes an exhaustive list of my job duties, and that essential job functions/results may be subject to change at any
time. The work schedule and program procedures are subject to change at any time. Continued employment after any
change shall constitute acceptance by the employee.
Employee (print name):

Employee signature:

Date:
Supervisor:

Date:
EQUAL EMPLOYMENT: 211info provides equal employment opportunities to all employees and applicants for
employment without regard to race, color, religion, gender, sexual orientation, gender identity or expression, national
origin, age, disability, genetic information, marital status, amnesty, or veteran status. 211info expressly prohibits any
form of unlawful employee harassment based on race, color, religion, gender, sexual orientation, gender identity or
expression, national origin, age, genetic information, disability, or veteran status.
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