
Philanthropy Database Manager 
 

Description: The Philanthropy Database Manager oversees the day-to-day and long-term 

management of the JPS Foundation’s philanthropic database and ensures its quality, consistency 

and accuracy. This position is responsible for data integrity and analysis, staff training, database 

and payment portal management to maximize fundraising revenue.  

Typical Duties:  

1. Maintains the overall integrity and quality of the Foundation database (Raiser’s Edge), including 

routine data improvement, data auditing, systems check, and database functions.  

2. Researches and implements other technology-based solutions for fundraising, marketing and 

communications.  

3. Identifies opportunities for systems integration to improve data quality, reduce data entry, and 

increase cross-departmental collaboration. Provides feedback and input to improve efficiencies 

of function area.  

4. Provides staff training, support, and feedback on data entry and reporting for all database users, 

as appropriate. Collaborates with team members to track and report on fundraising progress and 

donor trends.  

5. Develops and maintains database procedures and guides.  

6. Analyzes philanthropic records to support fundraising campaigns for JPS Health Network. 

Manipulates, imports, extracts and analyzes data from Raiser’s Edge using advanced levels of 

Excel.  

7. Develops and maintains queries and exports for direct appeals, email campaigns, publications, 

events and ad hoc projects.  

8. Logs all gifts and donor interactions; enhances giving records through research about individual 

supporters and supporting organizations.  

9. Invoices and manages records for multi-year pledges.  

10. Works closely with the JPS Finance Department and the Foundation’s accountant to align giving 

records and account codes with the institutional priorities of JPS Health Network.  

11. Generates acknowledgement letters with appropriate tax-deductible status information; conducts 

basic research to ensure that correspondence and other form of communications are tailored to 

the supporter’s interests and preferences.  

12. Ensures the ethical and confidential use of donor and prospect information is consistent with the 

standards of JPS Health Network and the Foundation. Ensures the confidentiality of gift and 

constituent records.  

13. Adheres to all JPS Health Network policies, procedures, and standards within budgetary 

specifications including time management, supply management, productivity and quality of 

service.  

14. Promotes individual professional growth and development by meeting requirements for 

mandatory/continuing education and skills competency; supports department-based goals which 

contribute to the success of the organization.  

15. Performs other job related duties as assigned.  
 

Required Education and Experience:  



• Bachelor’s degree in Finance, Information Systems, Communications or related field of 

study.  

• 3-5 years’ experience in database management, data analytics or customer relationship 

management systems.  

Preferred Education and Experience:  

• Experience analyzing and organizing data and information using advanced Microsoft 

Excel skills (pivot tables, VLOOKUP, macro commands) to identify philanthropic trends 

and patterns among donors and prospects.  

• Experience with wealth screening tools.  

• Experience with Raiser’s Edge database management.  

• Experience with the Blackbaud Financial Edge platform.  
 


