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Job Title: Database and Website Specialist (Part-time)
Organization Type & Size: Foundation, Medium
Reports To: Communications Director
Department/Team: Other
Salary Range: $52k to $94k 

This job description was provided by a member of the Technology Association of Grantmakers (TAG) and has been anonymized. Learn more about TAG at tagtech.org.

Key Responsibilities or Duties:
· Database Management: Serve as the primary staff member and contact responsible for all database-related communications, functional operations, and system maintenance. Lead data integrations and import/exports. Improve organization operations and processes through system automation and workflows. Adapt CRM to organizational needs by adding fields/tables/ templates, creating custom views and reports, and query development. Review user-submitted data, quality control, reporting and audits. Responsible for the maintenance and quality control of the database; conducts periodic audits to ensure integrity. 
· Website Management: Make visual, functional, and content changes to the website. Approve user-submitted content. Troubleshoot and solve issues, monitor analytics, report on web stats. Serve as liaison between IT partners, establishing beneficial integrations and ensuring smooth platform updates and changes. 
· Administrative Support: Train administrative team on technical aspects of the database, CMS, e-mail inboxes, mass communication software, and other tools. Identify and implement efficiency/automation of routine administrative tasks. Produce graphics as needed for board and staff. Provide technical support.to administrative staff, program and executive teams, and staff committees. 
· Event Technology & Support: Assist with configuration and training on webinar platforms. Assist constituents with technical issues. Create the mobile app and/or conference technology/ platforms and provide on-site A/V support. Audio and video post-production. 



Education & Experience Requirements:
· High School diploma or equivalent 
· 5 or more years of relevant database and website management experience 
· Excellent analytic and problem-solving skills 
· Familiarity with Microsoft Dynamics CRM (including module navigation, query development, and/or other CRM SQL-based environment) and WordPress (or other CMSs). Proficiency in Microsoft Office. 

Certifications:
N/A

Physical Demands & Work Environment: 
· 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. 
· While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand; walk; use hands to finger, handle or feel; and reach with hands and arms, bend, and lift items up to 20 pounds.
· To accomplish this job successfully, an individual must be able to perform, with or without reason-able accommodation, each essential function satisfactorily. Reasonable accommodations may be made to help enable qualified individuals with disabilities to perform the essential functions.
· This job operates in a professional office environment. On occasion this position may work off-site at events. This role routinely uses standard office equipment such as computers, phones, photocopiers, and filing systems.
· The standard GIH work hours are 9:00 a.m. to 5:00 p.m. Monday through Friday. This part-time position is expected to establish a regular work schedule, within the standard work week, in conjunction with management. Occasional evening and weekend work may be required as job duties demand. 
· Some travel is expected for this position.
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