
Aspen Community Foundation – Data Systems and Information Officer, Job Description May 2017 

 
The mission of Aspen Community Foundation is to build philanthropy and support nonprofit organizations by 
connecting donors to community needs, building permanent charitable funds, and bringing people together to solve 
community needs. 
 
Through the strategy of Collective Impact, Aspen Community Foundation’s Cradle to Career Initiative brings 
nonprofits, schools, governments, civic groups, businesses and philanthropy together to implement collaborative 
and innovative ways of working together to measurably increase youth success across our region. 
 
Reporting to the Executive Director and working directly with the Deputy Director and Cradle to Career Director, 
the Data Systems and Information Officer requires a deep belief and commitment in the nonprofit work and 
professional culture of Aspen Community Foundation, and has the responsibility for supporting the analysis, 
management, integration, and reporting of data, and for possessing a deep knowledge of community issues, the 
work of our region’s nonprofits, and Foundation’s programs. 
 
The Data Systems and Information Officer must work well as a team member and be successful in establishing 
strong relationships with the Foundation’s many constituencies (Board, donors, grantees, partners, staff, and the 
general public) in a manner that builds trust, commitment, and a shared mission. The Data Systems and 
Information Officer must have knowledge and demonstrated success in data collection, management and analysis; 
knowledge of education and community data resources, and knowledge of research and evaluation.  
 
Responsibilities 

• Create and maintain annual community indicators report, and other reports as assigned. 

• Manage data collection and analysis of Cradle to Career Initiative. 

• Work with Cradle to Career partners to develop an integrated community accountability system that 
incorporates data across the cradle to career pipeline. 

• Report and share data with partners and community in formats that appeal to various stakeholders and 
audiences and facilitates evidence based decision making and continuous improvement. 

• Develop the collection, analysis and report of data to measure the Cradle to Career Initiative’s impact. 

• Manage FIMS database activities. 

• Manage reporting and analysis of donor activity. 

• Oversee and maintain ACF website, including developing and maintaining a nonprofit directory. 
 
Other Responsibilities 
Participate in relevant professional associations, seek and attend appropriate training, fulfill other duties as assigned 
by the Executive Director and Cradle to Career Director 

 
Education and Experience 
College graduate. Significant track record of organizational work experience and demonstration of strong 
relationship-building skills, evidence of success in managing projects and systems. Minimum five years of experience 
in nonprofit sector preferred. 

 
Skills and Abilities 
Strong ability to use computer programs in data management systems, including ACF’s Blackbaud/FIMS system. 
Aptitude to learn new systems quickly. Ability to interact comfortably with a wide variety of constituents and 
communicate appropriately and effectively in person, on the telephone, and in writing. Professional demeanor that 
demonstrates interest in people, customer service and achieving greater than the expected good for the community. 
Ability to work with confidential information such as contributions and other related communications 


