
 

 
 

Anchor Center for Blind Children 
JOB DESCRIPTION 

JOB TITLE:  Data Entry Coordinator DATE:   April 2021 

REPORTS TO:  Director of Development HOURS: Part-time, 16 hrs per 
week 

Compensation: $16.00 - $18.00 per hour  
 

 
Purpose of Position 
Reporting directly to the Director of Development, while maintaining close collaboration 
with the Finance & Admin team, the Data Entry Coordinator will ensure timely, 
accurate, and thorough gift processing and management of Anchor Center’s donor 
database (Raiser’s Edge), while contributing to the ongoing development and 
implementation of recognition and stewardship initiatives, and other development 
projects as needed. This position ensures that donor records are entered in a timely 
manner and accurately reflect the type and amount of charitable donations, grants and 
gifts given to Anchor Center by individuals, groups, companies and grant makers.  

 

Essential Duties and Responsibilities 
 

The Data Entry Coordinator is responsible for the following duties:  
 

 Perform gift processing duties for all donations into Raiser’s Edge, generating 
timely acknowledgement letters, and any necessary follow-up activity (e.g. 
matching gift processing, tribute and memorial notifications, etc.) 

 Responsible for balancing gift batches to deposits and works with the finance 
department to enter check, credit card, and EFT deposits or staff payroll gifts 
into the database. 

 Input and maintain constituency database, Raiser’s Edge, including updating 
donor contact information, relationship linking, etc.  

 Provides copy and layout for monthly thank you letters 

 Prepares donation and grant acknowledgment letters and tax receipt 
documentation for mailing. 

 Maintains data integrity and accuracy, as well as handle all global changes, 
imports and other global database functions. 

 Assure that returned mail, change of address, and NCOA updates are handled 
accurately and promptly 

 Maintain filing systems and organize overall informational resources to respond 
in a timely manner to external and internal requests for information (e.g. donor 
reports, tax receipts, etc.). 

 Conduct donor outreach, as needed, for tribute and memorial gifts and monthly 
giving donors. 

 Work with Development staff on other administrative tasks as needed. 
 

Qualifications, Other Duties and Responsibilities 

 Detail oriented.  

 Proficient in using donor databases, including Raisers Edge. 



 

 Strong organizational, administration, telephone, and interpersonal 
communication skills. 

 Demonstrates initiative and follow through. 

 Works well with people. 

 Respectful of the confidentiality of Anchor Center’s families, donors and staff. 

 Represents Anchor Center in a professional and positive manner.  
 

 

Qualification  

 High school or GED, bachelor’s degree preferred 

 Experience working in an office environment 
 

Knowledge, Skills and Abilities 

 A successful candidate will be proficient in data entry and have experience with 
donor management software including Raiser’s Edge and Blackbaud products. 

 Experience in an application support/customer support role is preferred.  

 Computer competency in Microsoft Office (e.g., Word, Outlook, Excel, Word, 
Access) 

 Candidates must also demonstrate the capability to work collaboratively in a 
team as well as independently, the ability to coordinate and/or direct a variety of 
complex tasks and assignments simultaneously, and successfully handle sensitive 
information with a high level of confidentiality and discretion. 

 High degree of ethical behavior and integrity 
 

Working Environment 

 Office environment  
 

Physical Activities   

 Able to lift 40lbs for moving boxes of equipment or supplies 
 
 
How to Apply: 
Interested candidates may apply by submitting a cover letter and resume to Savannah 
Wippel, Director of Development at swippel@anchorcenter.org, with “Data Entry 
Coordinator” noted in the subject line. Closing date: May 31, 2021. 
 
This job description is not intended to be an exhaustive list of all duties, responsibilities, 
or qualifications associated with the job. 


