
 
Database Administrator 

Position Description                 Date: January 6, 2022 
Job Title: Database Administrator   
Location: Remote, within Colorado preferred 
Position: Part-time (approx. 20 hours per week), non-exempt 
Reports to: Development Director 
Compensation: $25/hour  
 
Organization 
Rural communities in Nepal face isolation, poverty, and a lack of access to resources 
that prevent them from creating the future they envision. dZi’s holistic approach 
works in partnership with Nepali communities to define prosperity on their terms and 
catalyze community-led solutions. The outcome is thriving, resilient, and unified 
communities empowered to break the cycle of poverty in remote regions of Eastern 
Nepal. For more information, please visit www.dzi.org. 
 
Job Summary 
dZi is a growing organization that is planning to increase our reach and impact in 
Eastern Nepal. To do so, we must ensure the highest level of accuracy and integrity in 
our database – the foundation of our development operations. 
 
We are seeking a motivated, detail-oriented, and organized professional to join our 
team as a Database Administrator. The primary role of the Database Administrator is 
to manage dZi’s fundraising database and oversee gift processing and 
acknowledgment to support development efforts. The Database Administrator will be 
responsible for ensuring data accuracy and integrity; overseeing donor transactions 
and gift acknowledgment; directing the monthly and yearly development/finance gift 
reconciliation process; and running regular development reports, including weekly 
giving reports, monthly progress to goal reports, and development activity reports. 
 

 



Duties/Responsibilities 
Fundraising and administrative data, systems, and support (50%): 

• Serve as dZi’s database administrator which includes following best practices to 
record and maintain donor information and the letter library, and assist staff 
with building queries, exports, and reports. 

• Ensure all gift, grant, and donor information is tracked in the database (Salsa) 
in a timely, systematic, and accurate way. 

• Lead on developing, maintaining, and generating custom reporting that 
interprets giving information, distinguishes funding sources, and identifies 
patterns in support of targeted funder engagement strategies.  

• Design and maintain systems, policies, procedures, training manuals related to 
the use of the database and reports. 

• Respond to data retrieval requests, such as mailing lists and prospect lists, 
quickly and accurately. 

• Manage the monthly and yearly reconciliation process between the database 
and the finance department’s QuickBooks report. 

• Serve as the liaison for database issues, including audits, upgrades, and special 
projects or performance issues. Invest in ongoing learning to stay current on all 
uses and updates in the database. 

• Work with the communications staff to obtain and analyze data from Engage, 
social media platforms, and other communications tools to make data-
informed decisions. 

 
Manage donor transactions and gift acknowledgement (40%): 

• Oversee gift processing, which involves entering gifts accurately, reconciling 
gift information with the finance department, as well as executing gift 
acknowledgements and sending tax receipts in a timely manner. 

• Maintain knowledge of emerging fundraising technologies and best practices 
around donor acknowledgement. 

 

Other (10%):  
• dZi is a small team and there will be times when staff are tasked with projects 

outside their job descriptions. This list is not meant to be fully comprehensive 
or complete. 

 
 



Qualifications 
• Bachelor’s Degree or equivalent experience 
• 2-5 years of experience in a nonprofit development department working with a 

fundraising database. 
 
Knowledge, skills, and abilities 
You will excel in this role if:  

• You are a curious person who loves to solve problems and are not deterred 
when the solution isn’t immediately clear. You care about the little details, such 
as making sure every person’s name is spelled right. You are extremely 
organized, love data, and don’t mind repetitive tasks.  

• You are an analytical thinker who can synthesize large amounts of detailed 
information and focus quickly on the essence of an issue.  

• You have a strong understanding of and demonstrable experience with 
fundraising CRM platforms, with the ability to build custom reports, formula 
fields, workflows, custom views, and other content of intermediate complexity. 

• You can handle and manipulate large sets of data with accuracy and integrity. 
• You have knowledge of gift processing and receipting and proficiency writing 

queries, forms, and reports in a CRM and Excel. 
• You manage your time well, allowing you to deliver consistently, with high 

quality and on time. 
• You have an interest in and understanding of how data and database 

management support fundraising performance. 
• You can work both independently, as well as collaboratively, across 

departments, cultures, languages, and time zones in a fast-paced environment. 
 
Work Environment 
This job operates in a virtual professional office environment.  
 
Position Type/Expected Hours of Work 
This position is expected to work approximately 20 hours per week, Monday through 
Friday, within the hours of 9 a.m. to 5 p.m. 
 
Physical Requirements 
The physical demands of this position are light. The position requires frequent 
computer use at a workstation, with prolonged periods sitting or standing. The 
position may require occasional lifting of 20lbs or less. As dZi staff work in a number of 
locations and come together for meetings on occasion, staff must be able to travel by 



car and plane to meetings at locations nationally. Availability to travel and 
maintenance of a valid passport is required.  
 
dZi will make reasonable accommodations in compliance with the Americans with 
Disabilities Act of 1990. This job description and its physical requirements will be 
reviewed periodically as duties and responsibilities change with business necessity. 
Essential and marginal job functions are subject to modification.  
 
Equal Employment Opportunity  
dZi is an equal opportunity employer. We strongly encourage and seek applications 
from women, people of color, and bilingual and bicultural individuals, as well as 
members of the lesbian, gay, bisexual, and transgender communities. Applicants shall 
not be discriminated against because of race, religion, sex, national origin, ethnicity, 
age, disability, political affiliation, sexual orientation, gender identity, color, marital 
status, or medical condition. 
 
 
 
 

 


