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Job Description 

 
Title:   Data Specialist 
 
Reports to:  Executive Director 
 
Attributes & Values 
 
-  Passion, focus, and creativity around Food Bank vision, mission, and values.  
-  Strong work ethic with orientation toward accountability, accuracy and continuous 
improvement. 
- A perfectionist at heart and detail orientated. 
 
SKILLS 
 
- Teamwork- collaborator who enjoys working together to meet goals.  
- Relationship Management- ability to work with team on multiple relationships-internal and 
external (staff, donors and member agency partners, etc.) 
- Detail Focused- Must be able to manage every detail of a project or report as accurate as 
possible 
- Technology orientated- must be able to utilize Microsoft Office (including Access/Excel) and 
learn new software quickly 
- Sensitive to Time- Must be able to meet reporting deadlines for regular reports provided to 
the Executive Director, Donors, Feeding America and WVDA 
-Positive Attitude- Ability to work through different circumstances (change of schedule, 
weather, etc.) with a positive attitude.  

 
Responsibilities and Duties 
The Data Specialist will work within all departments of Mountaineer Food Bank (MFB) to ensure 
accurate and timely data collection, reporting and tracking are accomplished to support all of 
our programming. The Data Specialist will collect, enter, manage and report on data collected 
at MFB. They will keep up to date on reporting and software methodology to train other 
employees as needed.  
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DUTIES AND RESPONSIBILITIES: 
 

 Help feed West Virginia’s hungry through a network of member feeding programs by 
ensuring data is correctly entered and that management reports are designed and 
submitted to enable us to quickly ascertain whether we are meeting our standards and 
pinpoint areas that require our immediate attention.  

 Serve as primary sources for data and information regarding the organization’s 
distribution and impact statistics including the collection, entering, managing and report 
of data.  

 Provide support to the Development department for grant tracking and reporting of 
organizational information. The Data Specialist will work with grants to provide accurate 
tracking of appropriate information, ensure that grant tracking is kept updated and all 
deadlines are met.     

 Complete weekly, monthly, quarterly and annual reports for Feeding America accurately 
and one day ahead of due date.  

 Complete weekly, monthly, quarterly and annual reports for WVDA.  Ensure that reports 
are accurate and meet mandated deadlines.  

 Process retail donor reports weekly through Primarius by analyzing input and drawing to 
your manager’s attention any apparent discrepancies.   

 Maintain accurate records by reviewing monthly statistics, updating and maintaining 
MFB’s database (Primarius), and maintaining updated information in member agency 
files.  Complete a self-audit every quarter to determine where deficiencies may exist.   

 Work with product sourcing to develop and provide donation and distribution trend 
analysis by creating initial reports that make past trends clear and indicators of future 
trends for forecasting purposes.  

 Provide regular reports to the Executive Director as requested. Suggest:  Provide a no 
more than one page report to the Executive Director by the 5th of each 
month composed of 1.  Major Accomplishments the past month, 2. Special projects to 
be completed next month 3.  Any obstacles you have encountered that need my 
attention.   

 Attend conferences, workshops and other related events to promote continuous quality 
improvement of Network Services.  Attend high value conferences, workshops, or 
training opportunities (with associated costs) throughout the year that would enable 
you to promote and demonstrate the value of continuous quality improvement of 
Network services. 

 Performs other duties as assigned by the Executive Director. 
 
2020/JCM 


