2026-2027 Member Position Description

cveee. FIRST
ceeee TUESDAY

Partner Organization Name: First Tuesday

Corps Member Position Title: Program Coordinator
Supervisor: Stuart Gilly

Days/Hours of Service: M-F 8-4

Physical Location: 7330 Highland Rd Suite A2, Baton Rouge, LA 70808

Organization Mission and/or Goals:

First Tuesday exists to mobilize businesses and their employees to serve nonprofits through a
structured, monthly day of service, creating meaningful impact across Baton Rouge and building a
culture of generosity within the business community.

On the first Tuesday of each month, companies across the city deploy their teams into the
community to serve alongside local nonprofits. These service days are designed to be highly
organized, meaningful, and a net positive for the organizations being served.

First Tuesday is building a scalable model that strengthens connections between businesses,
nonprofits, and the broader community, while creating a repeatable system for volunteer
engagement that can grow across Baton Rouge and beyond.

Member Position Summary:

The AmeriCorps member will serve as the Program Coordinator, responsible for strengthening the
systems and processes that support monthly service initiatives. The member will not perform direct
service but will instead build the infrastructure that enables hundreds of volunteers to serve
effectively each month.

Essential Functions of Position:
Volunteer Systems Development

e Build and implement systems for volunteer recruitment, registration, and tracking
e Improve communication workflows (email, text, reminders)

e Create onboarding and training processes for volunteers

e Develop tools to align volunteers with appropriate service opportunities

Nonprofit Project Development & Coordination

e Partner with nonprofits to define clear scopes of work



e Build a pipeline of repeatable and scalable service projects
e Ensure projects are structured to create a “net positive” outcome for nonprofits
e Support monthly service execution through improved planning systems

Program Evaluation & Continuous Improvement

e Track participation, volunteer hours, and engagement metrics
e Develop feedback loops from volunteers and nonprofit partners
e Build a repeatable model that improves monthly and scales long-term

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

The AmeriCorps member will receive training in:
e Volunteer management systems
e Project management and logistics
e Nonprofit operations
e Community engagement
e Leadership and communication skills
e Members will also participate in hands-on learning through real-world project execution.

Ideal Candidate Qualifications

The ideal AmeriCorps member for this role is a mission-driven, organized, and adaptable individual
who is passionate about community impact and interested in building systems that support
volunteerism at scale.

Core Qualities
e Strong desire to serve the community and support nonprofit organizations
e Highly organized with strong attention to detail
e Self-starter who can take initiative in a fast-moving, evolving environment
e Comfortable working with multiple stakeholders (nonprofits, businesses, volunteers)
e Positive, team-oriented attitude with strong communication skills

Skills & Experience (Preferred, Not Required)
e Experience in project coordination, event planning, or volunteer management
e Strong communication skills (written and verbal)
e Basic understanding of systems, processes, or operations
e Familiarity with tools such as spreadsheets, databases, or CRM systems
e Ability to manage multiple projects and deadlines simultaneously

Mindset & Fit
e Comfortable operating in a “build while we fly” environment (important for you)
e Curious and eager to learn new systems and approaches
e Able to think both strategically (big picture) and tactically (execution)
e Passionate about connecting people, solving problems, and creating impact



Requirements
e Willingness to occasionally work in field environments (indoor/outdoor service settings)
e Reliable vehicle transportation (to visit nonprofit sites and project locations)



