
Job Description 
 

 

Job Title: Digital & Technology Support Officer FLSA Status: TBD by HR 

Job Family: Job Classification: TBD by HR 

Location: FH Country Office Revised: New 

  

FH Culture 

All we do, and how we do it, seeks to promote God’s beauty, goodness, and truth in a broken world. 

As such, we are defined by our ability to make people’s lives measurably better; our ability to deliver 

impact is the measure of our collective success. For we know that we are God’s handiwork, created 

in Christ Jesus to do good works, which God has already prepared in advance for us to do. At Food 

for the Hungry, we operate under a set of values called Heartbeat Values 

Job Summary 

The Digital and Technology Support Officer will support Manager is responsible supporting FH’s digital 

and technology ecosystem at the Country Office (CO) and for all its programs, enabling their 

orchestration to realize the value for the shareholders and investors. 

This role implementing and supporting ongoing operations and projects in support of the digital and 

technology ecosystem including hardware, software, internet connectivity, and end-user support. 
The role includes partnering and supporting digital development initiatives focused on using digital 

and technology to empower communities, improving access to resources, and enhancing the 

organization's impact. 

Principal Responsibilities 

1. Enterprise IT Management 

● Manage procurement, distribution, and management of IT assets including networks, 

desktops, laptops, printers, and other office equipment, and maintain the inventory by 

working closely with the procurement teams, vendors, and Global IT. 

● Manage the maintenance of all desktop and laptop computers including oversight of 

updates for operating systems, software application and endpoint protection. Ensure vendor 

Service Level Agreements (SLA) are met. 

● Manage Technology ticket queue from new ticket arrival to resolution for both incidents and 

requests coordinating with the global support. 

● Support in the deployment and ongoing functioning of enterprise solutions including 

collaboration tools and finance, HR, and procurement systems. 

● Assist Global IT to develop, implement and maintain risk mitigation plans including business 

continuity, safety of IT assets, and disaster recovery process. Support regular security audits 

and vulnerability assessments. 

● Ensure implementation of Global lT policies, local Country requirements and participate in 

monitoring of compliance. Provide regular reports to CO and Global IT Management. 

● Ensure the security and confidentiality of all data managed within the Global IT and digital 

ecosystems in alignment with Global IT. Implement national-level policies for data access 

control, user permissions, and device security. 



 

2. Digital Solutions Management 

● Manage the installation, setup, ongoing updates and maintenance of all digital applications 

across Area Programs (APs) to ensure they are correctly configured, up-to-date, secure, and 

functioning efficiently. 

● Ensure that all authorized users including staff, volunteers, and partners have the necessary 

access and permissions to effectively utilize the applications. 

● Coordinate and support deployments, data migrations, and ongoing upgrades and 

maintenance of the digital platform and tools as per the CO plan. 

● Support in deployment and monitoring of Mobile Device Management ensuring that devices 

are appropriately configured, secured, and compliant with the standards. 

● Coordinate the in-country and global support with Level 1, 2 and 3 to help ensure the CO 

and AP Teams receive timely support and that the SLAs are met as per the standards. 

3. Digital Initiatives and Projects: 

● Under Guidance from Manager, partner in digital initiatives and projects, focusing on enabling 

value creation as part of the global digital transformation roadmap and plans. 

● Collaborate with the cross functional teams in planning, implementation, and monitoring of 

the digital and technology initiatives and projects, including timelines, resources, and 

budgets, ensuring on-time delivery and value realization. 

● Train staff, volunteers, and partners to ensure they are equipped to use the digital platforms 

and tools effectively in their roles, fostering greater engagement and competency in the 

digital ecosystem. 

● Gather user feedback to continually assess and improve systems and processes for 

experience, efficiency and effectiveness. 

● Support in monitoring and evaluation of the impact of digital initiatives and projects, ensuring 

they deliver measurable development outcomes. 

4. Digital for Development 

● Champion the use of innovative digital approaches within the organization, encouraging a 

culture of experimentation and creativity in how programs are designed and executed. 

● Develop resources to promote digital literacy and capacity strengthening for staff, 

volunteers, partners, and shareholders, enabling them to use and benefit from new 

technologies. 

● Support in designing digital solutions to bridge the digital divide and that they are inclusive 

and co-created with the shareholders focused on value as determined by them. 

● Manage continuous assessment and development of the digital capabilities across the 

team, fostering an environment of learning and technological proficiency. 

● Proactively identify and share knowledge on emerging digital tools and technologies that 

can be leveraged by other departments to improve program delivery. 

5. Organizational Culture 

● Champion the integration of FH’s Culture within the digital ecosystem. 

● Ensure that all digital initiatives align with the organization’s spiritual mission and vision. 

● Any other duty may be assigned from time to time. 

Job Level Specifications 

● Proficiency in MS Office Suite and other data management and analysis software. 



 

● Excellent analytical skills with the ability to interpret complex data and translate it into 
actionable insights at a national level. 

● Superior communication and interpersonal skills, with the ability to work effectively with 
diverse teams and stakeholders. 

● In-depth knowledge of device management software, digital ecosystem tools, and best 
practices in data security and compliance. 

● Additional Requirements: 

● Understanding of INGO operations and national programmatic areas. 

● Willingness to travel frequently to various Area Programs as required. 

Experience 

● At least 3 years of experience in IT Support/Operations coordination, digital ecosystem 

management, device management at a senior or national level, preferably within an NGO 
or large-scale organization. 

● Demonstrated experience in overseeing IT systems and digital tools across multiple regions or 

programs. 

● Proven experience in developing and implementing national M&E frameworks and 

conducting data analysis for large-scale program evaluation. 

Education/Certifications 

● Bachelor’s degree in Information Technology, Computer Science, Information Systems, Digital, 
Data or a related field. 

Safeguarding Policy 

FH strives to provide an environment free from sexual exploitation and abuse and harassment in all 

places where relief and development programs are implemented. FH holds a zero-tolerance policy 

against sexual exploitation and abuse and harassment. FH expects its employees to maintain high 

ethical standards, protect organizational integrity and reputation, and ensure that FH work is 

carried out in honest and fair methods, in alignment with the Heartbeat Values and safeguarding 

and associated policies. Violations to stated policies will be subject to corrective action up to and 
including termination of employment. 

The responsibilities listed above are not all-inclusive and may be changed at any time. 
 

Print Employee Name: 

Employee Signature: Date: 

HR Signature: Date: 

 


