
 
 

 

Database Administrator (Full-Time) 
Job Description and Summary of Job Responsibilities 

 
Department(s) of Federation:  
Development  
 
Job Description: 
The Database Administrator contributes to the building of the Jewish Federation of San Antonio (JFSA) 
with the objective of supporting the organization’s strategic use of data to further goals and objectives 
related to donor, prospect, and leadership development. 
  
One key feature of this position is to be an internal trainer, providing effective instruction and good 
customer service so all staff in the organization are empowered to use our database to meet their 
professional responsibilities and the organization’s overall goals.  
 
The ideal candidate will have strong administrative and organizational skills and manage the constituent 
database with an exceptional eye to detail, be a strong team player, and be passionate empowering JFSA 
staff in utilization of the database. 
 
Job Responsibilities: 
Donor Database: 

 Ensures that the database is accurately maintained and easily accessible from many departments, 
ensuring that information is accurate and updated throughout.  

 Produces and maintains pledges in database, including generating the campaign pledge cards 
 Performs research of returned mail and wrong phone numbers, including all processing of NCOA 

and other tools to keep donor information up to date in system. 
 Responsible for completion and/or oversight of constituent changes/new constituent additions by 

all staff which includes monitoring entry of new accounts and, adding/updating information on 
donor accounts. 

 Is a partner with development and marketing in creating and supporting mailing lists for events 
and publications (digital or mail materials). 

 Responsible for global changes, clean ups and database appending procedures.  
 Work with Finance department to ensure database security is maintained and updated as 

indicated/required.  
 Accurately and proficiently work with supervisor to create queries necessary to pull reports for 

Campaign reporting, mailing lists, donor recognitions, and various other donor related needs. 
 Responsible for developing, implementing, and tracking a training program, furthering and 

maintaining the knowledge level of all staff on the use of the data base management system, 
including ongoing support as needed.   This includes a program for new staff. 

 Monitor database for functional use and availability of tools to optimize staff performance, i.e., 
security issues, KPIs, reports and queries, dashboards, etc.  

 Answers users’ questions with the goal of empowering staff to be independent in the tasks in the 
future. 

 Responsible for the reporting of statistics and other information on a regularly scheduled basis 
and as requested by staff and national agencies. This includes daily, weekly, monthly, quarterly 
and annual reporting.  



 
 

 

 Act as the main contact to assist in Blackbaud programmers and analysts adjusting current reports 
and to create additional reports. 

 Communicate with other Database Administrators in the JFNA CRM Community Basecamp to 
build a support system, promote the Gold Standards of the database system, and utilize the 
database using Best Practices.  

 Merge information from database into mailings and reports, when necessary. 
 Identify issues that could improve the current system and implement changes, once approved. 
 Work as a team member on special projects and events or whenever called upon. 

 
Administrative:  

 Maintain Daily Check List spreadsheet of receipts from mail  
 Responsible for setting up Ticket Spic for events or appeals for all departments 
 Reviews Giving Fuel site daily for transactions and proper accounting of those transactions 
 Create and distribute campaign invoicing 
 Creating community mailing lists for internal resources, and/or distributing to print vendors 
 Support integrity of Constant Contact database 

 
Requirements: 

 Minimum of three years’ experience working as a Database Administrator, developing reports 
and maintaining data integrity; extensive knowledge of donor databases and how to work within a 
system to pull reports and information accurately and proficiently; Blackbaud database 
experience preferred.  This is not an end user position but rather a database administrator. 

 One or more years of development experience, awareness of annual campaigns, and pledges are 
preferred. 

 High proficiency in Microsoft Suite 
 Professional appearance required: Daily appearance is clean and neat and reflective of a donor 

and business environment. 
 Planning/Organizing skills: Identifies and resolves problems timely and efficiently, ability to 

gather and analyze information, and develop solutions. 
 Oral Communication: Speaks clearly and persuasively, listens and seeks clarification, responds 

informatively to questions, and participates accordingly in meetings. 
 Written Communication: Writes clearly and concisely, presents data effectively, ability to read 

and interpret written information, and has critical thinking skills. 
 Quality: Demonstrates accuracy and thoroughness, looks for ways to improve and promote 

quality, applies feedback to improve performance, and monitors their own work to ensure quality.  
 Adaptability – Adapts to changes in the work environment and manages competing demands with 

proper alignment of expectations from leadership. 
 Leadership:  Exhibits confidence in self and others, effectively influences actions and opinions of 

others.  
 

The above job duties and responsibilities describe the general nature and level of work 
for employees in this position, but this is not intended as an exclusive or all-inclusive 
inventory of all duties required of employees in this job. 

 
Name of your direct supervisor:  Director of Philanthropy 
If interested in this professional organization and position please apply at hr@jfsatx.org.  
Thank you for your interest! 


