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Central Coast YMCA

JOB DESCRIPTION

JOB TITLE:

Database Administrator


PAY RANGE: $18.00 - $22.00/hour


EXEMPT:   

No





SCHEDULE:
Part-time
REPORTS TO:   
CEO





DATE:
March, 2014
SUMMARY: The Database Administrator is responsible for supporting data integrity, generating reports, establishing protocols and conducting training for the association’s membership and donor database (Daxko).  The incumbent will serve as the primary Daxko point person and develop and implement best practices for data entry and extraction across the six operating units of the Central Coast YMCA.   All functions are performed in accordance with Central Coast YMCA policies and bylaws.

POSITION SCOPE

· This is a part-time, 20 hour per week position with some flexibility in work schedule, as agreed upon with supervisor.

· This position will support the CEO, CFO and branch directors, membership and office staff with all Daxko related issues.

ESSENTIAL DUTIES and RESPONSIBILITIES

1. DATABASE MANAGEMENT AND MAINTENANCE

· Support the overall integrity and quality of the association’s database system, including donor, member and program participant records. 
· Conduct regular data maintenance/improvements to reduce duplicate records and insure useful data.
· Establish data entry protocols and identify and bring exceptions to the executive leadership team.
· Optimize the use of the database across the association by staying current on upcoming enhancements to functionality and training staff in the appropriate use of the existing and new functionality.
· Meet regularly with primary database users to discuss issues, best practices, reinforce protocols and support ongoing learning.

· Serve as the point person with Daxko to escalate issues, identify solutions and advocate for application improvements as directed by the executive leadership team.

· Complete program registration set-ups as requested by program directors.

· Serve as helpdesk for questions regarding Daxko throughout the association.

2. REPORTING
· Produce mailing lists, enrollment and membership reports, and other standard database reports as needed. 
· Develop and generate custom reports as requested by executive team.

3. DATABASE OPTIMIZATION

· Work with assigned teams to improve utilization in the areas of on-line registration, email collection and other enhancements to improve efficiency, ease of use and customer service features.
EFFECT ON END RESULTS

As a result of this position, our association will:
· Have clean, correct, complete and usable records for all donors and participants.

· Be able to generate reports needed to make good decisions.

· Have staff trained and knowledgeable regarding data entry.

· Have consistent data entry practices and procedures throughout the association.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Education and/or Experience:
· High school diploma or equivalent. Bachelor’s degree (BA/BS) in computer science, database management, systems or related field from a four-year college or technical school is preferred.
· Minimum two-years experience in supporting complex database systems.

· Previous experience in designing, developing and generating reports from a relational database application.
Language Skills: Must have:

· Ability to read, analyze and interpret general business periodicals, professional journals, technical procedures or governmental regulations. 
· Ability to write reports, business correspondence and procedure manuals using commonly accepted business writing techniques and appropriate grammar. 
· Ability to effectively present information and respond to questions from supervisors, coworkers, volunteers, members, donors and the general public.
Reasoning Ability:
· Ability to define problems, collect data, establish facts and draw valid conclusions. 
Other Skills, Requirements, Abilities and Personal Characteristics: must have or be:
· Solid understanding of the principles of database management and business process workflow.

· Proficient in the use of Microsoft Office systems, with advanced knowledge in excel.

· Strong analytical and problem solving skills.

· High degree of attention to detail and accuracy.

· Ability and willingness to work both independently and collaboratively to accomplish responsibilities and projects.

· Well organized, able to plan and carry out job responsibilities through self-direction.
· Provide excellent customer service to both internal and external customers.
· Able to set and meet deadlines.

· Enthusiastic, dependable and a sense of humor.

· Willing to follow directions and take initiative.

· Willingness to demonstrate the core values of caring, honesty, respect and responsibility in interactions with staff, members, volunteers and the general public.

· Even-tempered and able to adjust tasks in accordance with changing priorities.

· A neat, clean appearance.  Other than the conservative use of earrings, visible body piercings are unacceptable. Visible pierced tongues are not allowed.  

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· While performing the duties of this job, the employee is regularly required to talk or hear. The employee regularly is required to stand, walk and sit; use hands to finger, handle or feel objects, tools or controls; stoop, kneel, crouch or crawl. Also required to climb, push and pull. 

· The employee must occasionally lift and/or move up to 35 pounds.

· The requirements of this job include using the computer approximately 90% of the working time.

· Specific vision abilities required by this job include close vision, distance vision, color vision and peripheral vision.


ACKNOWLEDGMENT & RECEIPT:

I acknowledge that I have received, read and sought clarification of any questions I have about the contents of this job description.

Database Administrator 

     Date

APPROVED BY:








  









     Central Coast YMCA President/CEO
      Date

