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Description:  

Knock Knock Children’s Museum is seeking a full-time Annual Fund & Database Coordinator to maximize 
the efficiency of the organization’s databases, manage the administrative duties for the organizational 
database, and assist in the development of strategic initiatives through analyzing data. This position will 
report to the Director of Development and collaborate closely with the Operations Director and other 
staff members, serving Knock Knock as a central point person regarding the development and data 
integrity of the organization’s database systems.  

The Annual Fund & Database Coordinator should be organized, detail-oriented, personable, and 
passionate about Knock Knock’s important mission to be the community spark for engaging, playful 
learning experiences that inspire and support lifelong learning. In particular, Knock Knock’s responsibility 
to serve the increasing population of children in Louisiana’s Capital Area region who are growing up in 
under resourced environments. 

The successful candidate will embrace the opportunity to be at the center of a nimble and efficient team 
all working to ensure Knock Knock is a vital and necessary educational resource and family favorite 
destination in southeast Louisiana. 

Responsibilities: 

- Serves as the resident Altru Database expert and sustains and manages data accuracy and 
integrity throughout all of Knock Knock;  

- Troubleshoots and responds to data questions by staff; 

- Supervises and facilitates training of all Altru users to guarantee data accuracy and integrity is 
maintained throughout all users; 

- Creates database standard and best practice guide to ensure uniformity amongst users; 

- Works continually at improving database efficiency by initiating database clean-up efforts and 
streamlining data process; 

- Acts as the primary liaison between Knock Knock and our database provider, Blackbaud; 

- Manages all aspects of record keeping in the database for Development. This includes but is not 
limited to data entry, gift and membership accounting (processing and receipting), and report 
generation.   

- Maintains accurate constituent records and analyzes data for fundraising campaigns, special 
events, benchmark reports and trends;  

- Record donations on an ongoing basis through our donor database, Altru; 
- Oversee the creation and implementation of bulk mailings for annual appeals, 

fundraising events and other donor focused communications; 
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- Generate acknowledgments and thank you letters for current and prospective donors; 
- Support development and other committees, including taking meeting minutes and 

sending them to committee members in a timely fashion;  
- Attend events to assist in set up, implementation of check in and check out, and clean 

up;  

- Available to work some nights, weekends, and holidays.  

 
Qualifications: 

- Bachelor’s degree preferred plus a minimum of 3 years of relevant experience working as a 
database coordinator or data manager; 

- 2+ years of experience using Blackbaud’s Raiser's Edge or similar database software for 
admissions, fund development; marketing, and financial tracking, reporting and analysis; 

- Technical experience in consolidating data from multiple sources; 
- Familiarity with QuickBooks, basic bookkeeping or financial management; 
- Familiarity with advance queries, and custom report design through Crystal Reports, SQL or 

other similar applications;  
- Excels within a strength-based culture and is excited to join a nimble and talented team;  
- Experience working with websites and other forms of electronic communications to reach 

audiences;  
- Innovative thinker with a positive attitude and creative problem solving skills; and 
- An ability to establish working relationships with Knock Knock leadership, staff, volunteers, and 

all constituent groups throughout the organization. 

About Knock Knock Children’s Museum: 
 
Poised to open summer 2017, Knock Knock Children’s Museum will be an inclusive gathering place 
where families and children of all backgrounds and experiences will interact. The children’s museum 
itself is an approximately 26,000 square foot facility currently in the final stages of construction in City-
Brooks Community Park in Baton Rouge, Louisiana. Its prime location on 6 acres of existing parkland was 
selected to afford access to all communities within Baton Rouge and surrounding nine-parish area. 
 
Knock Knock Children’s Museum is comprised of hands-on, interactive exhibits called “Learning Zones.” 
Anchored in research and evidence based practices addressing all areas of development, the “Learning 
Zones” are designed to create teachable moments that will connect children’s every day experiences to 
learning. Knock Knock’s focus is on the development of the whole child with the goal of increasing early 
literacy skills (reading, writing, listening, and speaking) while expanding knowledge and raising interest 
in STEAM (science, technology, engineering, art, and math) subjects and careers, especially among 
children from under-served and under-represented populations.  
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Knock Knock: 
 

- Reaches an annual attendance of 200,000 visitors; 
- Serves children, birth through age 8, and their families;  
- Serves the nine-parish Capital Region, which has experienced unprecedented population growth 

since hurricane Katrina in 2005; 
- Provides high-quality early learning experiences for an expanding population of children living in 

under-resourced environments and poverty;  
- Helps close the knowledge and early childhood education gap.  

Knock Knock has raised more than $14 million in a capital campaign. It is anticipated that the annual 
operating budget of the museum will be approximately $2 million. To learn more about the children’s 
museum please visit, www.knockknockmuseum.org. 
 
To Apply for the Position: 
 
Please submit the following application documents: cover letter, resumé, and a list of three references 
including email and phone numbers for each reference to:  
 
Attn: Genny Nadler-Thomas 
Knock Knock Children’s Museum 
1900 Dalrymple Drive 
Baton Rouge, Louisiana 70808 
 
Or email the application documents mentioned above in ONE - PDF document with Positon Title in 
subject line to: Opportunities@knockknockmuseum.org 
 
This position is open until filled.  Knock Knock Children’s Museum is an Equal Opportunity Employer. 
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