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Job Title:	Database Coordinator
Job Number:	A-332 | VIP: 1365
Band:	OPSEU-6
Department:	Advancement
Supervisor Title:	Director, Portfolio Operations & Digital Philanthropy
Last Reviewed:	October 6, 2021


[bookmark: Job_Purpose:]JOB PURPOSE:
[bookmark: Key_Activities:]Reporting to the Director, Portfolio Operations & Digital Philanthropy, the Database Coordinator is responsible for the ongoing user support, record maintenance, and data health of the portfolio’s Raiser’s Edge CRM database. 
The Database Coordinator ensures the accurate coding of existing and new data within the database and ensures that record updates are completed in the desired timeframes. In addition, the role administers the creation and security related to user accounts.
KEY ACTIVITIES:
Information Oversight and Tasks
· Plans, implements, monitors and reports on initiatives to strengthen the quality and timely capture of information in Advancement’s Raiser’s Edge CRM database and other core software, including special data enhancement projects.
· Oversees and monitors the data entry work of the student data team.
· Works with various units of the portfolio and broader university to ensure the timely and accurate capture of ongoing information into Advancement’s central database (e.g., recent graduates, board members, key contacts, etc.) 
· Personally, inputs data and ensures high reliability and proper coding of all information.
· Accurately enters all pledge, payments, gifts, securities and gift-in-kind information.
· Creates all necessary pledge payment and frequency schedules. Ensures all relevant gift information is captured in its predetermined system field and that donor information on file is accurate prior to, and post, gift processing.
· Transmits and communicates all gift entry information to University Finance department for processing and assists with any reconciliation to the general ledger, banking activity, and payment service providers.
· Manages all donor pre-authorized schedules, including payroll deductions schedule.
· Produces all ‘at-the-transaction’ and annual tax receipts for donors, including any required additional correspondence such as acknowledgments, thank you letters etc. 
· Develops routine data-health queries and reports to review mass inputs of data, report on data health and activity, and coach employees in proper coding practices.
Administration, Training, and Documentation
· Maintains and sets up user accounts ensuring proper security controls, systems access, and support for users.
· Responsible for the creation and ongoing documentation of staff training modules.
· Provides onboard training for new employees and updated training for existing employees.
· Assist with the ongoing management of digital and paper files.
External User and Constituent Support
· Provides ongoing external support to alumni and other constituents in relation to systems access, trouble shooting, help accessing services, and the like.
· Provides direction to student employees in relation to constituent support.
Collaborate on Other Assignments
· Provides support on special projects as identified.
EDUCATION REQUIRED:
· General University Degree or College Diploma (3-year), ideally in information management, or a data-oriented specialization or other pertinent field.
[bookmark: Experience/Qualifications_Required:]EXPERIENCE/QUALIFICATIONS REQUIRED:
· Two (2) years of related experience in information or database management, or other information-related field. 
· Demonstrated analytical and conceptual skills to organize relational database information and initiate and perform ongoing data-checks (including data mining, regular queries, etc.)
· Advanced computer skills, including experience downloading and exporting information between systems and developing robust reports.
· Experience working with a relational database is a necessity, preferably Blackbaud’s RE NXT or Raiser’s Edge, as well as the Microsoft Office suite of products, including Word and Excel. 
· High commitment to accuracy, great attention to detail sustained over long periods of time
· Excellent oral and interpersonal skills, including diplomacy required to function effectively with development staff, campus administrators, volunteers, student team and other constituencies to bring projects to completion. Ability to work in a team environment. 
· Demonstrated ability to work independently, prioritize work, and independently manage multiple, diverse and competing priorities while meeting deadlines.
· Strong project management skills and problem-solving skills and demonstrated ability to work in a demanding environment. 
· Ability to maintain confidentiality and work with sensitive information.
· Flexibility to work on occasional evenings and weekends.
· Must be willing and able to travel locally and occasionally regionally.  
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