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JOB DESCRIPTION 
Title: Database Assistant
Reports to: Office Administrator
Part-Time:  16 hours per week; ideally Monday-Thursday, 9:30 – 2:00 (this includes optional 30 minute lunch break) 
Qualifications: 

1. Attention to detail for data entry
2. Ability to organize work and accomplish tasks proficiently 
3. Working knowledge of databases and ability to learn new software quickly
4. Strong Microsoft Office skills 

5. Ability to communicate clearly with good interpersonal skills
6. Three or more years of experience
7. Able to facilitate a healthy, friendly atmosphere and sense of team-work among all staff. 

8. An understanding of and commitment to the vision of Bridge of Hope National:  engaging Christian faith communities in ending family homelessness through neighboring relationships that demonstrate Christ’s love.
Position Summary:  To provide database and administrative support, including entering incoming donations in the database, preparing receipt letters, entering new names in the database, preparing mailings and other administrative tasks as needed.  
Responsibilities:


1.  Data Entry (50% of time)
· Promptly acknowledge gifts given to Bridge of Hope National on a daily basis.  This includes entering all gifts into eTapestry and printing receipt letters

· Update database with changes and notes received from donors in daily gifts, this includes who signs the check and other things on the check that might give hints about who the donor is and what their giving preferences/patterns are. 

· Add and accurately update names, addresses, relationships, lead source, mail codes, relationships, solicitor and other information in database.

· Record non-cash contributions and create annual report at fiscal year-end on these donations from eTapestry.

· Track restricted gifts (designated gifts) made by donors 

· Generate daily thank-you call listing for development staff

· Enter new names in eTapestry from lists provided by various departments

· Update existing records in eTapestry based on requests from Development staff and others

2. General administrative support (30% of time)
· Provide technical support with Microsoft products to national staff as software questions emerge 
· Scan documents as needed. 

· Ordering office supplies for both offices
· Serve as host to visitors coming into the office
· Answer phones and direct calls as necessary
· Provide shipping/mailing support and make trips to Post Office as necessary 
· Assisting with mass mailings for various departments

· Provide administrative support for Lancaster and Chester County programs as well as the development team.  

3. Other (10% of time) 
· Attend monthly staff meetings.

·  Coordinate and carry out other work and projects as requested by the Office Administrator 
·  Provide administrative support for the Events and Project Manager, including support of the Lancaster and Chester County teams.
Physical Demands and Work Environment: 
· Uses desktop computer with keyboard (>80% of the time) 

· Occasionally lifts, carries or otherwise moves and positions objects weighing up to 25 pounds 
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