
 
 

 

 
 

Position Announcement 
Database and Information Manager 

 
Reporting to the Vice President, Philanthropic Planning and External Relations, the Database and Information 
Manager will administer the Raiser’s Edge (RE) database and serve as the primary contact for all RE database issues 
and questions. As a member of the OCCF team the incumbent will partner with all departments to ensure the 
accurate and efficient management of our database and information flow processes. 
 
The Database and Information Manager is responsible for a comprehensive set of constituent database related 
tasks including creating, running, and dispersing reports, mailing lists and other data extracts as needed by OCCF 
staff, updating and maintaining data integrity and the general day to day management of  Raiser’s Edge. The 
Database and Information Manager will also coordinate the document tracking process for constituent files and be 
responsible for the troubleshooting and cleanup of data as well as managing the integration of electronic and hard 
file systems. The ideal candidate is an experienced database professional with excellent organizational and people 
skills, able to multi-task, and who enjoys working in a collaborative environment.   
 
Salary: $65K-$75K commensurate with experience, plus full medical, dental and retirement benefits. 
 
Responsibilities: 

 Manage the daily operation of the OCCF database (Raiser's Edge), which tracks gift/financial and biographical 
information of constituents and donor advised funds. 

 Ensure the accuracy and integrity of the data, including input and output, technology management, and end-
user training and support. 

 Provide support to staff by assisting with creation of reports and mailing lists, developing and implementing 
policies and procedures, and serving as the database liaison with all OCCF departments. 

 Establish and maintain a structure within the database to effectively identify specific data segments for analysis 
and targeted activity. 

 Communicate regularly with all departments to foster collaboration and connection and to address customer 
service needs and concerns. 

 Train key staff (“power users”) and keep them updated on proper Raiser’s Edge data entry procedures and 
report generation. 

 Proactively identify opportunities for systems and workflow improvements, recognize potential problems, and 
provide recommendations for solutions. 

 Ensure successful and timely NCOA updates are made. 
 Provide data oversight and perform required data audits and maintenance tasks, including queries on proper 

addressee/salutations, acknowledgements, duplicate constituent reports, and donor advisor assignments. 
 Work with the finance staff to generate financial reports as needed. 
 Assess the usage and benefit of optional modules currently added to the RE system and the need for additional 

software to enhance functionality of database. 



 

 Oversees process to establish and update protocols for constituent file development (electronic and hard copy) 
tracking. Ensure procedures are up to date and reflect best practices. 

 Assist with other projects and events as needed. 
 

 
Qualifications: 

 Bachelor's degree in a related field such as Information Technology or Business from an accredited college 
or university or equivalent experience in data services.  

 Minimum 2 years of Raiser’s Edge database administration  
 High proficiency in commonly used modules such as queries and exports, reports, constituent management. 
 Working knowledge of report development and Crystal Reports or similar software such as Microsoft Access.  
 High proficiency with Microsoft Office Suite, including Excel and Access.  

Preferred: 
 Experience using Net Community 
 Experience with prospect management 
 Training Certifications from Blackbaud, Inc.  

 
 
About the Orange County Community Foundation: 
 We inspire a passion for lifelong philanthropy, faithfully steward our donors’ intentions and catalyze sustainable 
community impact. Since our inception in 1989, the Orange County Community Foundation has granted more than 
$510 million to charitable organizations serving local, national and international needs. 
 
Hiring Policy: 
The Orange County Community Foundation is an equal opportunity employer. We consider applicants for all 
positions without regard to race, color, religion, sex, age, national origin, ancestry, disability, political affiliation, 
marital status, sexual orientation or any other legally protected status. 
 
 
 

Please submit letter of interest, résumé and salary requirements to: 
Joanne Udell 

Orange County Community Foundation 
4041 MacArthur Blvd, Suite 510 

Newport Beach, CA  92660 
judell@oc-cf.org 

www.oc-cf.org 
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