
 

 
Database Associate 
 
At Children’s Health Council (CHC), we’ve been helping children, teens and families for 60 years. Our 
Center, two schools and a Community Clinic, serve families in the Silicon Valley as well as the greater 
San Francisco Bay Area. Our areas of expertise include learning differences, anxiety and depression, 
ADHD and Autism. We also provide excellent community education services and parent consultations.  
 
At CHC, we uncover a world of promise and potential in every child. Using a personalized approach, we 
help your children become happier, more resilient and more successful. Our employees are encouraged 
to bring their ideas, experiences and perspectives, gleaned from their varied backgrounds, to the 
workplace. We strive to create an environment in which all employees can contribute to their fullest 
potential to make an impact in the lives of the children we help.  
 
DATABASE ASSOCIATE 
 
Job Summary 
The Advancement Department Database Associate (DBA) works under the direction of the Director of 
Advancement to help build and support the fundraising and outreach activities of CHC. The DBA is an 
expert in the use of the Blackbaud Raiser’s Edge software system and serves as the primary custodian of 
CHC’s processes and procedures for organizing, storing and utilizing donor data for a myriad of needs 
related to the agency’s fundraising operation. The DBA possesses a keenly analytical orientation, 
maintains strong attention to detail in every aspect of their work and is able to multi-task on a variety of 
projects at all times.   
 
Essential Duties and Responsibilities:   
The Database Administrator will have extensive knowledge and expertise of the Blackbaud Raiser’s Edge 
database system for constituent management and will have overall responsibility for making sure that 
the database best serves the advancement needs of CHC. Specific responsibilities include: 

• Keeping database running and updated at all times and coordinate with IT to troubleshoot 
operations issues 

• Formatting and mapping database for most efficient storage and retrieval of data 
• Working with advancement team to implement specific funds, appeals and campaign strategies 
• Maintaining accurate and complete information on all constituents  
• Oversee gift and pledge processing functions of Raiser’s Edge including online giving 
• Instructing gift processing staff on best practices for entering gift information and generating 

acknowledgment letters 
• Assisting with gift processing responsibilities in high volume periods and during gift processing 

staff absences 
• Reconciling gifts/pledges with finance department and liaise with finance department during 

financial audits to ensure that gift data is properly coded  
• Creating and running complex queries, reports, mailings and exports to support fundraising and 

outreach efforts on a routine and ad hoc basis.  
• Mapping Raiser’s Edge data with Crystal Reports functionality for complex reporting 
• Prepare lists and formatted merge documents for a variety of functions including outreach calls, 

list reviews, mail merges and additional functions as necessary  
• Preparing ongoing reports for executive management, board and finance teams 



 

• Serving as primary contact with Blackbaud and related vendors regarding database updates, and 
communicating updates to Advancement team 

• Supervising and implementing data entry projects as they are identified 
• Mapping and importing data from a variety of external systems such as Excel, Constant Contact, 

Office and other databases to integrate into Raiser’s Edge 
• Working with Blackbaud and other external vendors to conduct wealth rating screenings and 

review and refine data as presented.  Update RE database with mined data. 
• Establishing and refining solicitation calendar to span fiscal year giving cycle 
• Drafting and refining annual giving brands, appeal letters and email messages 
• Drafting and implementing appeal specific gift acknowledgment letters 
• Working with design team to craft  materials in accordance with CHC style 
• Working with database coordinator to properly pull and segment donors into affinity groups 
• Working with mail-house and other vendors to merge fields, format letters and mail appeals 

according to schedule 
• Receiving gifts and performing gift entry, deposits and acknowledgment processes  quickly and 

accurately  
• Maintaining database hygiene on a proactive basis, making sure database records are up to date 

and reflect individual constituent preferences 
• Maintaining and updating all mailing lists used for fundraising and marketing purposes 
• Performing monthly data reconciliation reports between Advancement and Finance teams 
• Closely monitoring and managing budgets to maintain maximum efficiency of efforts 
• Assisting events team in the execution of all CHC Advancement events as necessary 

 
General Advancement Department Responsibilities: 
As an integral and highly valued member of the Advancement team, the Database Administrator will 
also participate in a variety of tasks and activities beyond the duties described above. Such tasks and 
responsibilities will include: 

• Participating fully in all activities of advancement team including staff meetings, special events, 
and CHC community activities as they arise 

• Additional responsibilities and assignments as they arise 
  
Accountability 
Performs tasks under minimal supervision, ensures good relationship with variety of people, and 
demonstrates good judgment and discretion and commitment to accuracy and detail.  Meets deadlines 
as assigned. 
 
Qualifications/Guidelines:   
Demonstrates understanding of and commitment to a non-profit setting.  Willingness to take on a wide 
variety of tasks. 
 
Knowledge/Ability/Skills 

• Three or more years of experience in Raiser’s Edge database administration. Raiser’s Edge NXT 
experience preferred. Alternative database experience could include Salesforce, ACT, Donor 
Perfect, Exceed, Gift-Maker Pro 

• Advanced proficiency with MS Office (Word, Excel, Power Point) as well as proficiency with MS 
Access and/or Crystal Reports 



 

• Meticulous attention to detail and deadlines with the ability to work under pressure in a fast 
paced environment and handle many tasks at the same time 

• Ability to work independently and collaboratively and demonstrate excellent interpersonal skills 
• Strong organizational skills, particularly in coordinating an array of assignments and meeting 

deadlines 
• Experience working in the Development Office of a non-profit agency preferred    

 
Education/Training:   
Bachelor’s degree required, preferably in computer science. 
  
Physical Requirements 
An employee in this position may be required to occasionally lift, move and/or set-up stacks of 
documents lap-top computers, in-focus projectors, flip charts and other materials.  Employee will also 
be required to work for extended periods of time at a computer terminal. 
 
Contact with Others 
Interacts with department staff and supervisors, CHC staff, donors, volunteers, temporary employees, 
Board members, Auxiliary and Event Committee members. 
 
 
To apply, please forward your cover letter and resume/CV to jobs@chconline.org and 
reference “Database Administrator” in the subject line of your email. 
 
 
Children’s Health Council (CHC) supports workforce diversity. We are an Equal Opportunity Employer and believe 
in treating each employee and applicant for employment fairly and with dignity. We will provide employment 
opportunities without regard to race, religion, color, creed, national origin, gender, orientation, age, disability, 
medical condition, marital status, veterans’ status or any other classification protected by employment 
discrimination laws. When necessary, CHC also makes reasonable accommodations for employees with disabilities 
in accordance with individual needs, business realities and applicable laws. 
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