
 
 

CASA PACIFICA 
Donor Database Administrator 

DEPARTMENT:  Development  
REPORTS TO:  Director of Development & Public Relations 
DATE:   February 2019 
APPROVED BY: Director of Human Resources 
 
SUMMARY: 
Under the guidance of the Director of Development and Public Relations, the Donor Database Administrator 
is responsible for providing reports and data-based support to the Director of Development and Public 
Relations, and their assignees. In addition to the database work and maintenance this position will be 
primarily responsible for creating and maintaining development reports, including oversight of maintenance 
of the Raiser’s Edge database, constituent records, and ensures proper allocation of incoming donations 
as well as income between development and accounting.  
 
Working evenings and weekends on fundraising events is required.   
 
The Donor Database Administrator ensures the security and integrity of data and constituent records, 
ensures proper allocation of incoming donations as well as reconciles income between Development and 
Accounting. The Donor Database Administrator implements, maintains and trains Development staff on 
the development database system. The Donor Database Administrator will be the go to person for event 
lists, income reports and any gift/constituent information that needs to be imported or exported out of 
Raiser’s Edge.  
 
The Donor Database Administrator carries out the mission of Casa Pacifica as it pertains to administrative 
support and statistical reports. 
 
 
DUTIES AND RESPONSIBILITIES: 
 
1. Maintains database integrity by working closely with development staff to ensure accuracy in gift 

and constituent entries and responds quickly and accurately to requests for changes and updates 
to databases. Performs regular cleanup queries to make sure data is accurate.   
 

2. Constituent management and donation entry: review and create individual donor, business and 
gift records to ensure accuracy and consistency in address listings, gift allocation, pledge 
payments, giving level, proper and personalized salutations, marital status, gender, matching gift 
agreements, contact information/limitations and any other information that is required by 
development/finance staff.  

 
3. Creates and maintains reports & data processing with reports, list pulls, queries, imports and 

exports using Raisers Edge 7, Crystal Reports, Excel. 
 
4. Collects and enters gifts into database for posting, created weekly reports. 
 



5. Inputs data from various platforms into email marketing tools and websites in coordination with 
website administrator such as into Online Database platforms e.g. Maintenance of Net 
Community, Blackbaud on-line giving; works with website and New Media Content Manager. 
 

6. Manages the daily donation activity, including all online and offline giving, ensures that donations 
are correctly coded and credited to the appropriate constituent and that daily reconciliation and 
income reports are complete by the end of day. Acts as a liaison as well as a point person 
between development staff and finance department.  

 
7. Works with finance and front desk on making sure daily reports are accurate, provides support to 

Development and finance staff when question, concerns or problems arise.  
 

8. Participates in annual financial audits on an as needed basis.  
 
9. Assists other development staff on the use of Raiser’s Edge.  
 
10. Maintains confidentiality in all matters within the organization with respect to personnel, 

operations and clients. 
 

11. The development office functions as a team. All development staff are required to help with all 
functions within the department and may perform other duties as assigned from time to time. 
 

 
QUALIFICATIONS: 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
They must have excellent written and oral skills. They must be detail oriented and focused, yet adaptable 
and responsive and have excellent problem-solving skills and must work well with others. They must have 
database experience, preferably with Raiser’s Edge. Must be fluent with Microsoft Office products 
(especially MS Word, Excel and Internet Explorer). DDA must be fluent in Blackbaud, Adobe Acrobat, 
Microsoft Access and Microsoft Outlook. Two to four years of experience preferred with progressively 
responsible nonprofit, database and development work. 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. 

I. EDUCATION and/or EXPERIENCE:   Associate degree (AA) or equivalent from two-year college 
or technical school to include emphasis in word processing/ secretarial support; or equivalent 
combination of education and experience. 

II. CREDENTIALS:  Word processing certificate, preferred.  

III. OTHER SKILLS AND ABILITIES: Ability to type 35-40 wpm and use various types of computer 
software and computer hardware to include word-processing PowerPoint and spreadsheets.  
Strong organizational, time management, communication, leadership skills and secretarial / 
clerical skills are essential.  Ability to handle several projects at one time. 

 
 a. Language Skills: 
 
 Ability to read and interpret documents such as safety rules, operating and  
 maintenance instructions, and procedure manuals.  Ability to write routine  
 reports and correspondence. 
 
 Strong communication skills, both verbal and written  
 
  
 



b. Mathematical Skills: 
  
 Ability to calculate figures and amounts such as discounts, interest,  
 percentages, and ratios.   
  
 c. Reasoning Ability: 
 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or 
diagram form.  Ability to deal with problems involving several concrete variables in standardized 
situations.   

 
IV. 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 regularly required to sit and talk or hear.  
The employee is also required to stand, walk, and drive. 

 
The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities 
required by this job include close vision, peripheral vision, depth perception, and the ability to 
adjust focus. 

 
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. 
 
While performing the duties of this job, the employee primarily works indoors, with occasionally events 
requiring working outdoors. 
 
The noise level in the work environment is usually moderate. 


