Archdiocese of San Antonio

Job Description
Job Title:

Database Administrator



Department:

Development Office
Reports to:

Director of Development

FLSA Status:

Exempt – Full time 37.5 hours/week

Prepared by:

J. Seguin

SUMMARY  

Administrator for all aspects of The Raiser’s Edge database including, but not limited to: data input, creation of lists, queries, imports and exports, special reports, setup, maintenance, technical oversight, user oversight and security.  

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following and other duties may be assigned.

· Processing all gifts, including entry, acknowledgement, and receipting; prepare deposits and process with accounting office.
· Responsible for implementing and maintaining optimal database structure through the consistent use of industry best practices.  Leverage hardware and software solutions intelligently to obtain maximum ROI.  Ensure best usage of database fields with regard to limitations, overhead, and security.
· Responsible for creating and maintaining all user accounts.  Must initially set up all user accounts with user name and password.  Must ensure that each user has a customized view of the database to match their specific needs and to provide security for the database – users from one organization cannot view confidential data for another organization.  Users with editing rights must be given proper access to the fields they will be allowed to edit and restricted from those that must be changed by the development data entry staff.  Also help users to customize their user view of the database to meet their needs (i.e., should they see descriptions or codes; how do they view names, where do their files export, etc.). 
· Responsible for the security of the database by restricting each user’s access to the account and assuring each has the proper rights to view or change data.  Allow for levels of users so that those with proper training or position have adequate access to editable fields or viewing rights.  Also must ensure the security of specific fields so that confidential information remains confidential even within each organization.
· Responsible for the integrity of the database by making sure the data is reliable, valid, and consistent.  Must make sure that all data entry follows specific procedures to promote consistency and prevent duplication.  All information must be validated before entry.  Also, all information must be entered in a way that it is easy to recall from the database.  Tables must constantly be checked for duplications and inconsistencies that need to be corrected.
· Set up constraints for fields in the database most often regarding required fields, how many times a field may be present in a record, and what type of data may be entered into the field.  Also set up prompts to urge a user to finish a data entry step when data matches specified criteria. 
· Create and pull reports.  Due to the complexity of the database, the database administrator is often responsible for providing information through reporting in order to show historical data, projections for the future, statistical information, or information to help make a sound organization decision.  This involves making use of the many “canned” reports that are available by setting up complex parameters.  If the canned reports do not meet the requirements for the requested report, the database administrator must create a new report.
· Provide mailing lists or other exported information as requested.  
· Manage and send eblasts created by various offices; import results into constituent records.
· Oversee creation, monitoring and updating Online Express Events
· Import information as needed.  Due to the nature of the database and the users that it serves, large amounts of information are often sent to development for entry into the database.  In order to increase efficiency, this information would be imported only by the database administrator.  Data must be matched against the database to check for duplications and then, after the data is prepared so that it is valid, reliable, and consistent, it is imported into the database.
· Monitor and implement software updates.
· Basic data entry as needed.
· Serve as the contact person for Blackbaud for troubleshooting.
· Provide assistance or training to all Raiser’s Edge users as needed.  The following groups/departments use Raiser’s Edge: 

· Development
· Archbishop’s Appeal
· Hope for the Future
· Catholic Schools Marketing

· Possibly CTSA
· Assumption Seminary
· Maintains liaison with Chancery IT department.

· Assists in mailing pledge statements, thank you letters, and special mail projects.

· Works with data entry and software vendors.

· Provides additional support when needed for the Office.

· Assists in researching and resolving questions of donors, pastors and parishes concerning donations and donor records.

SUPERVISORY RESPONSIBILITIES

Three to seven data-entry staff
QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty in a satisfactory manner.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE
Undergraduate degree or equivalent experience

Three years’ experience and thorough working knowledge of The Raiser’s Edge.
Knowledge, Skills, and Abilities (Required)

· Up to date understanding of database development methodologies and tools.

· Hands on technical skills in security administration

· Excellent analytical and problem solving abilities.

· Accomplished verbal and written skills

· Excellent training skills

· Ability to write reports, business correspondence, and procedure manuals. 
· Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public
CERTIFICATES, LICENSES, REGISTRATIONS

Valid Texas Driver’s License  

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is frequently required to reach with hands and arms; climb or balance; stoop, kneel, or crouch.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. Regular and occasional travel and outside appointments.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

