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REPORTING RELATIONSHIPS 

POSITION REPORTS TO: Chief Development Officer (CDO)

POSITIONS SUPERVISED: None 

 

POSITION PURPOSE 

The Donor Database Manager’s primary job function is to assist the development department in 

achieving its annual fundraising goals. Specific tasks include database analysis and oversight to 

ensure record accuracy. Responsibilities also include management of the direct mail program, 

monthly donor program, CARS program, updating donor correspondence, working with other 

staff to ensure the completion of projects and deadlines and assisting with the overall 

fundraising process of donor identification, cultivation, solicitation and appreciation.  Other 

duties include data extraction, reporting and special projects as assigned.  

Supports development activities by entering donation information into donor database in order 

to provide accurate, timely acknowledgement to contributors as well as historical record of 

private giving to organization.  

 

ESSENTIAL FUNCTIONS  

DATABASE MANAGEMENT: Provides oversight and management of Blackbaud Raiser’s Edge 

and Luminate database software systems including all gift data entry, e-mail data, reporting, e-

blasts, gift letter acknowledgements, tribute cards and monthly reconciliation of Raiser’s Edge 

software with Finance. Process National Change of Address quarterly, process and track 

matching gifts. Works with Development Office Assistant to ensure data entry is current, assist 

with back log of data entry when needed, provide Blackbaud Raiser’s Edge and Luminate 

database training and database report set-up to all relevant staff and perform database clean-up 

as necessary. In conjunction with the CDO, work with Raiser’s Edge consultants and Blackbaud 

technical support representatives to optimize multiple databases. Provide information requested 
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for the CDO to review, approve, and make informed decisions in regards to renewal contracts 

with Blackbaud, Grizzard, and any other relevant vendors.  

DIRECT MAIL PROGRAM MANAGEMENT: Writes, edits and updates appeal content for 

solicitation mailings on a monthly basis; writes, edits and updates upcoming event information, 

solicitation requests, etc., for regularly sent e-blasts, under the direction of CDO, ensure that the 

appropriate recipient list is established for each solicitation mailing / event mailing / e-blast by 

running the appropriate report with the parameters communicated to you by the CDO to compile 

the desired recipient list. Additionally, under the direction of the CDO the Donor Database 

Manager will ensure that the appropriate content is eloquently articulated for all solicitation 

mailings, event mailings, and / or, e-blasts; finally, the Donor Database Manager must ensure 

that all aforementioned tasks are completed and approved by the CDO or appropriate staff prior 

to the target date for the solicitation mailing / event mailing / e-blasts to be distributed; if an 

inability to meet deadlines present, effective communication with the appropriate staff member 

must occur as soon as it becomes apparent that the deadline will not be met. Tracks and 

reports direct mail results, coordinates direct mail calendar, provides oversight and direction to 

the CDO in regards to the contracted direct mail vendor.  

PROJECT MANAGEMENT: Provides administrative and clerical support for various projects such 

as grants, memorial donations and mortuary relationships.  Provides support to CEO/CDO as 

needed.  Effectively coordinates all projects to ensure they are completed on time and with a 

high degree of quality. Might be asked to provide feedback as requested on various 

development projects. 

DATA EXTRACTION & ANALYZATION: Extracts data for all direct mail appeals by running the 

appropriate reports with appropriately defined parameters, submits various reports to CEO/CDO 

to identify, cultivate, appropriately solicit and appreciate donors.  Appropriately allocates all 

donations to the most appropriate segment database (grouping donations together where the 

intention of specific donations are for the similar programs, causes, funds, etc.), oversee and 

perform some month-end, development related reporting duties.  

DONOR INTERACTION: Provides customer service and support for all donor inquiries. Addresses 

complaints and seeks guidance on escalating any donor issues. Primary contact for monthly 

donors and all donations under $1,000, mortuaries, obituaries, tribute donors/families, 

Woofstock donors, Woofstock fundraisers and donations generated by direct mailings, and the 

Donate your Car program.  

TEAM INTERACTION: Actively supports all KHS staff, volunteers, and donors to advance KHS 

goals and mission. Successfully functions as part of the 4-member development team, assisting 

co-workers in urgent duties that may be outside of the Donor Database Manager’s specified job 

requirements. Represents KHS in a professional and courteous manner at all times.   

Provides quality service to clients, volunteers, and staff, recognizing their individual 

contributions to the overall success of our organization.  
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QUALIFICATIONS 
 

EDUCATION/CERTIFICATION: High school diploma or equivalent required; bachelor’s 

degree preferred.     

REQUIRED SKILLS:               Must possess excellent analytical skills as well as verbal /     

written communication skills.  
 

EXPERIENCE PREFERRED:      

Proficiency or experience with Blackbaud’s Raiser’s Edge, Luminate and / or Team Raiser a 
preferred. Experience with writing various queries and reports from a database when parameters 
are defined to obtain the required information as quickly as possible. Three to five years’ 
experience in database management. 
 

SKILLS / ABILITIES: 

Must be well organized and detail oriented, self-motivated and disciplined.  Must possess the 
ability to work with people of all socio-economic statuses / backgrounds and adjust one’s 
personal approach accordingly. Must be computer literate in a Windows environment and work 
well within a team of fundraising professionals as well as across departments in the 
organization.  
 

 

PHYSICAL ACTIVITIES AND REQUIREMENTS FOR THIS POSITION 

SPEAKING (TALKING): Ability to speak effectively and communicate clearly.  

AVERAGE HEARING:  Able to hear average conversations.  

REPETITIVE MOTION:  The employee is regularly required to type, stand, sit, kneel, and 

squat. 

FINGER DEXTERITY:  The employee is regularly required to use hands to type. 

AVERAGE VISION: Specific vision abilities required by this job include close 

vision, color vision, peripheral vision, depth perception and 

ability to adjust focus. 

PHYSICAL STRENGTH: Occasionally lift and/or move up to 40 pounds. May also walk or sit 

for long periods of time. 

 

WORKING CONDITIONS 

General office environment. Surroundings may be noisy at times. Adequate lighting. Employee 

and shelter animals often are in office space. 
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MENTAL REQUIREMENTS AND ACTIVITIES FOR THIS POSITION 
 
REASONING ABILITY: Make decisions independently, must have respect for the 

human/animal bond. Ability to deal with a variety of 

variables under only limited standardization.  

MATHEMATICS ABILITY: Ability to add, subtract, multiply and divide in all units of 

measure using whole numbers and common fractions.  

LANGUAGE ABILITY: Ability to read, analyze, and interpret documents. Ability to 

communicate clearly. 

 

 

INTENT AND FUNCTION OF JOB DESCRIPTIONS 

 

Job descriptions assist organizations in ensuring that the hiring process is fairly administered and 

that qualified employees are selected.  They are also essential to an effective appraisal system 

and related promotion, transfer, layoff, and termination decisions.  Well-constructed job 

descriptions are an integral part of any effective compensation system.   

 

All descriptions have been reviewed to ensure that only essential functions and basic duties have 

been included.  Peripheral tasks, only incidentally related to each position, have been excluded.  

Requirements, skills, and abilities included have been determined to be the minimal standards 

required to successfully perform the positions.  In no instance, however, should the duties, 

responsibilities, and requirements delineated be interpreted as all-inclusive.  Additional functions 

and requirements may be assigned by supervisors as deemed appropriate.   

 

 


