
2026 - 2027 Member Position Description  

 

Partner Organization Name: Fathers on a Mission 

Corps Member Position Title:  Data & Technology Support Specialist 
 
Supervisor: Levar Robinson 
 
Days/Hours of Service: M-F 8-4:00 
 
Physical Location: 1120 Government Street, Baton Rouge 
 
 

Organization Mission and/or Goals: 

To enhance Fathers and Father Figures which will ultimately strengthen families. 

Program Mission and/ or Goals: 

Fathers On A Mission’s mission is “To enhance Fathers and Father Figures which will ultimately 
strengthen families.” Our vision is that all fathers and father figures are active positive role models 
with their children, families, and in the broader community.  

All programming is organized under Project Family Build, our holistic, father-centered umbrella 
program that integrates five sub-programs into a single continuum of care: Stabilization & Essential 
Needs, Education & Workforce Development, Reentry Education, Responsible Fatherhood Classes, 
and Celebration of Fatherhood Events.  

Member Position Summary: 

The Data & Technology Support Specialist will serve as a critical behind-the-scenes driver of program 
quality and organizational accountability. This role combines data entry and metric verification with light 
IT support and portal management to ensure that FOAM’s data systems are accurate, accessible, and 
fully compliant with reporting requirements. 

The Corps Member will work primarily within FOAM’s CRM, EmpowerDB, and the FOAM portal 
(foamportal.org) — reviewing intake records, cross-checking attendance and assessment data against 
grant deliverables, flagging discrepancies, and supporting FOAM staff with technology troubleshooting. 
This role also includes the ongoing sorting, organization, and maintenance of digital program files across 
shared drives and storage platforms to ensure records are consistently structured, easy to locate, and 
ready for grant audits or funder review. This is an ideal position for a detail-oriented, tech-comfortable 
individual who is passionate about nonprofits and wants to grow their data and IT skill set through real-
world application under the guidance of an experienced IT supervisor. This position directly supports 
FOAM’s annual goal of serving 140 fathers and approximately 210 children. 



Essential Functions of Position Include: 

A. Data Entry, File Sorting & Metric Verification (40% of time) 
• Perform regular data entry in EmpowerDB including participant intake records, weekly class 

attendance, pre/post assessment results, referral sources, and case notes submitted by program 
staff 

• Sort, organize, and maintain FOAM’s digital program files across shared drives and storage 
platforms — establishing consistent folder structures, standardized file naming conventions, and 
archiving protocols so that all records are easy to locate, audit-ready, and properly version-
controlled 

• Conduct weekly data audits comparing entered records against deliverable targets to identify 
missing entries, duplicate records, or data inconsistencies before reporting deadlines 

• Cross-reference EmpowerDB data with physical sign-in sheets, assessment forms, and case 
manager notes to ensure accuracy and completeness of all program records 

• Prepare monthly data summaries and grant metric reports for the Executive Director, 
highlighting progress toward goals and flagging any areas of concern 

• Maintain a centralized Tracking Log that maps each active grant’s reporting requirements to 
current data entries, providing a live compliance snapshot for leadership 

 

B. Technology Support & Portal Management (30% of time) 
• Serve as first-line IT support for FOAM staff, troubleshooting common issues including device 

connectivity, software access, shared file systems, printing, and email configuration — 
escalating complex issues to the supervising IT lead 

• Conduct monthly reviews of the FOAM portal (foamportal.org) to verify staff and participant 
login access, check for broken links or display errors, and confirm that grant-related dashboards 
are functioning correctly 

• Assist in managing user accounts and access permissions across FOAM’s digital platforms 
(EmpowerDB, SharePoint, Google Workspace, portal) ensuring staff have the correct level of 
access for their roles 

• Document all recurring technology issues in a structured IT issues log, identifying patterns and 
recommending process improvements to reduce repeat problems 

• Support basic updates to digital assets including shared drive organization, file naming 
conventions, and document templates to improve staff efficiency 

 

C. Data Quality & Reporting Support (20% of time) 
• Work directly with case managers and program coordinators to identify and resolve data gaps, 

clarifying what information is missing and coaching staff on correct EmpowerDB entry 
procedures 

• Assist in preparing compliance reports by pulling data exports from EmpowerDB, formatting 
summary tables, and verifying that reported numbers align with deliverable language 

• Maintain version-controlled metric documentation so that historical reporting data is preserved 
and accessible for future  

• Support the Executive Director in responding to data requests by quickly locating, compiling, 
and formatting the requested records 



Member Impact 

This Corps Member will serve as the connective tissue between FOAM’s program work and its data and 
technology infrastructure — keeping systems clean, keeping reporting on track, and keeping staff 
supported. For a young professional interested in data or IT, this position offers something rare: real 
responsibility, real mentorship, and real-world experience in a mission-driven organization that is doing 
meaningful work for fathers and families in East Baton Rouge Parish. 

Skills, knowledge and trainings the corps member should expect to gain from this position 

• Trauma-informed care principles for working with low-income and marginalized populations.  
• Cultural competency for working with African American families in urban Louisiana.  
• Nonprofit data collection, assessment administration, and data integrity practices: how to 

correctly administer pre/post instruments, tabulate results accurately, and maintain records 
that hold up to funder review.  

• Program evaluation fundamentals: translating raw assessment data into outcome metrics that 
communicate program impact.  

• participate in weekly one-on-one check-ins with supervisor (Executive Director) for mentorship, 
project guidance, and professional growth 

• Complete role-specific training including: nonprofit database management, basic web 
administration, data privacy and security best practices, and grant compliance fundamentals 

• Shadow and learn from FOAM’s IT supervisor, building hands-on knowledge in real nonprofit 
technology environments that prepares the Corps Member for a career in data, IT, or program 
management 

 
 
Ideal Candidate Qualifications 
 
Required: 

• Comfort with computers, technology tools, and digital systems (Microsoft Office, Google 
Workspace, or similar) 

• Strong attention to detail; able to catch data discrepancies and maintain accurate records 
• Reliable and organized; able to manage data tasks and tech support requests simultaneously 
• Passion for community service and interest in learning how nonprofits operate 

 

Preferred: 

• Pursuing or completed coursework or a degree in Information Technology, Computer Science, 
Data Analytics, Business Administration, or related field 

• Experience with database systems, CRM tools, Excel/Google Sheets, or data entry in a 
professional or academic setting 

• Basic troubleshooting experience (hardware, software, network connectivity, user accounts) 
• Familiarity with website content management or portal administration (no coding required) 
• Interest in expanding technology skills in a real nonprofit environment with mentorship from an 

experienced IT supervisor 
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