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We’re Hiring a Part-Time Database Coordinator! 
 

Mary’s Place provides safe and inclusive shelter and services for women, children and families on 
their journey out of homelessness. We operate a women’s day center and several 24x7 family 
centers/shelters in King County. We serve hundreds of families–moms, dads, and children–
providing a safe place for them to be inside and together at night, along with food, showers, 
clothing, and access to housing and employment resources. We believe that no one’s child should 
sleep outside. 
 
Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is an 
equal opportunity employer with a culturally diverse work environment and a commitment to social 
justice. 
 
Position Description 
 

We are looking for a passionate, dedicated, and experienced database professional to be our 
Part-Time Database Coordinator. We seek an inclusive team player to support the Development 
Database Administrator in daily management of the donor database and donor relations. 
 
Key Responsibilities 
 

• Support with gift processing including data entry, reporting, and acknowledgments, including, but 
not limited to: 

• Marking gift method or source for accurate financial tracking of incoming gifts 
• Entering bank deposits received from Finance into batches for review 
• Entering online gifts through Raiser’s Edge (Luminate Online, Square POS, Amazon Pay, 

Everyday Hero, Greater Giving) into batches for review 
• Importing new constituents & gifts from third-party donor platforms (e.g., Benevity, 

Facebook, PayPal, etc.) 
• Confirming and tracking matching gift donations, and updating matching grant programs as 

needed 
• Support donor gift acknowledgment process 

• Pulling and printing thank you tax receipt letters and mailing labels 
• Sending Tribute Acknowledgments to honorees 

• Overseeing development inbox and responding to donor inquiries promptly and accurately 
• Communicating with donors regarding receipt reprints, donation and refund 

requests, and other questions 
• Ensure the accuracy and integrity of donor data and giving 

• Regularly review, update donor information, and clean up database, including record 
duplicates, etc., to maximize efficiency of data entry and reporting 

 
Skills/Qualifications 
 

• Experience and proficiency with Raiser’s Edge (both Database and NXT platforms) 



June 2019 

• Experience with other Blackbaud products a plus (Luminate Online, Blackbaud Merchant 
Services) 

• At least three years’ experience in a fundraising environment 
• Proficiency with Microsoft Office suite, especially Excel and mail merge functions  
• Experience with crowdfunding platforms a plus (Classy, CrowdRise, Everyday Hero, etc.)  
• Data-minded and detailed oriented, excellent organizational skills 
• Self-sufficient problem solver 
• Able to work collaboratively in a team setting to accomplish fundraising objectives 
• Excellent verbal and written communications skills 
• Ability and willingness to work a flexible schedule as needed (occasional nights and 

weekends) 
• Highly motivated, resourceful, flexible, possesses a positive attitude and sense of humor 
• Strong understanding of and commitment to the Mary's Place's mission 
• Attention to detail, interacting with others in-person and through email, using critical 

thinking skills to strategize, develop and implement business plans, create and edit 
documents, listen and participate verbally at meetings.  
 

Physical Requirements 
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 and hear 
• The employee is frequently required to stand, walk, use hands to finger, handle, or feel, 

type, and reach with hands and arms; and requires the ability to occasionally push, pull, lift 
and/or carry supplies up to 25 pounds 

• The employee is required to perform physical and repetitive motions 
• Work takes place in a social services environment where long periods of siting, working on 

a computer, walking to various work areas, going up and down stairs, and standing are 
required 

• Travel to program sites and meetings outside the office and around the county are 
necessary 

Details 

This is a part-time position requiring 16-20 hours per week, Monday-Friday. Hourly wage is $18-
$20 per hour DOE. In addition, Mary's Place offers the following benefits to part-time staff: 

• Unlimited use ORCA pass for a small deduction per pay period 
• Sick Time in accordance with Seattle Paid Sick and Safe Time Ordinance 
• Employee Assistance Program 

How to Apply 

Applications accepted until the position is filled. Please send cover letter and resume to: 
jobs@marysplaceseattle.org. No phone calls please; only applicants selected for interviews will be 
contacted. 

www.marysplaceseattle.org 


