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Cascade Land Conservancy

Job Description
June, 2008
Title:

Database Coordinator 
Supervisor:
VP for Development
Location:
Seattle, WA

Overview:

Cascade Land Conservancy, Washington’s largest independent land trust, seeks a Database Coordinator to join a growing organization committed to the conservation of this region’s wild and open lands and ensuring that our cities and communities are vibrant.  We seek a Database Coordinator who takes pride in efficient and accurate gift entry and gift acknowledgement, database maintenance and the reporting of accurate data.  Works closely with finance on monthly reconciliation.  
Specific Duties:

· Daily gift entry and prompt acknowledgement of all gifts and pledges
· Work with finance team to ensure monthly reconciliation 

· Send out quarterly pledge reminders 

· Manage matching gift process 
· Manage online donation system 
· Constituent entry and updates 
· Maintain files for individual donors, foundations, corporations and other funders.

· Guest entry for all fundraising events 

· Maintain integrity of database by performing routine cleanups

· Run queries and reports to support needs of department 

· Maintain and update written procedures 

· Event support including guest registration, event set up and post event duties as needed
· Other duties as assigned by supervisor
Qualifications:

1. Exceptional attention to detail; pride in being meticulous.
2. Experience with donor database required. Knowledge of Raiser’s Edge 7 strongly preferred. 

3. Strong computer skills with proficiency in Excel, Word and Outlook. 

4. Ability to set priorities, remain flexible under pressure and meet deadlines.

5. Willingness to work evenings and weekends leading up to events. 
6. AA degree or equivalent degree preferred.

7. Commitment to the mission of the Cascade Land Conservancy. 
