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Database Manager 
Reports to:  Director of Advancement

Position: Full-time

Position Summary:

This position includes the management of our donor database and data analysis of giving trends. 
Responsibilities include:
Database Management

· Responsible for data input, updates, and maintenance of donor files

· Receive and record all gift vehicles, including one-time gifts made via checks, credit card, stock and securities, monthly electronic funds transfer, in-kind gifts, Paypal
 accounts, etc 
· Generate gift acknowledgement letters
· Generate weekly giving report for thank you calls
· Create weekly deposit report; work with accounting to ensure the integrity and accuracy of weekly and monthly donations
· Manage and interface with foundations and financial institutions regarding set up and maintenance of credit card and electronic funds transfer transactions, stock transfers, grants, and matching gifts
· Provide fundraising reports (monthly donation reports, grant data etc) to the Head of School and Director of Advancement  

· Provide monthly updates and year-end report on major gifts 
· Provide quarterly tracking on new major donors to assess engagement 
· Assist Director of Advancement with data analysis for growth of the annual fund
· Provide data and donation information for annual report

· Create End of year tax statements for all donors

· Work with accounting by getting all reports ready for yearly/annual audits

· Prepare and track invoice payments for corporate sponsors of our annual fundraiser

· Liaise with development team on appeals, stewardship and campaign communications 
· Attend and assist Advancement staff with Annual Fundraiser and events
· Oversee website updates
Professional Qualifications:

· Minimum education: High School diploma

· Minimum of 3 years of related experience of data input
Knowledge, Skills, and Ability:

· Solid proficiency with MS Office: Excel, PowerPoint
· Proficiency with google drive
· Proficiency using databases, making queries and running reports

· Excellent verbal and written communication skills

· Must pay great attention to detail in composing, typing, proofing materials, establishing priorities and meeting deadlines

· Must be organized, able to multi-task and work with independence

· Must have knowledge of office administrative procedures, and the ability to operate standard office equipment

· Must have ability to maintain absolute confidentiality and professionalism

· Advanced analytical ability and critical thinking skills are required for database responsibilities and for troubleshooting

· Flexible, reliable, mature team player

· Able to multi-task and adapt to continually changing priorities and needs

· Capable of thinking out of the box, offering creative ideas and solutions

· Possess positive, “can do” attitude

Application Procedures and Special Instructions: 

Interested applicants should submit a cover letter and resume by Nov. 15th  via email, to: 

careers@brookstoneschools.org.

For more information, visit:  www.brookstoneschools.org
Note: This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or working conditions associated with the position. While this is intended to be an accurate reflection of the current position, the Board of Directors reserves the right to revise the position as needed. 

