
 
 
JOB TITLE: DONOR DATA COORDINATOR/ADMINISTRATOR 
 
The Charity Ball Association of San Antonio (CBA) is seeking a Donor Data Coordinator who will work part time 
on a contract basis 20 hours a week.  The CBA is an organization of women who are volunteers raising funds for 
agencies that support children.  The CBA does not have an office; therefore, the work will be performed in either a 
private home or other appropriate location.  
 
JOB SUMMARY  
 
The Donor Data Coordinator/Administrator is an integral member of the Charity Ball Association’s Administration 
Committee and involved in donor management system administration, data entry and updating of all donors, donations 
and related information, as well as providing data in report and/or spreadsheet formats to members, officers and chairmen. 
The position is also responsible for formatting and producing letters, thank you notes, acknowledgments and receipts, 
labels, maintaining records, as well as updates to the website. The Coordinator will work under the direction of the 
Administration Committee Chairman and the President. 
 
WORK HOURS: Flexible and negotiable 
 
ESSENTIAL DUTIES 

A. Administration of the Donor Management System 
  
� Willingness to be trained to advanced level on the Donor Management / CRM system including a working 

knowledge of system requirements and features, manuals, video training, webinars of the vendor.   
� With advanced training, conduct one-on-one and group training of members as requested. Create simple 

step-by step instructions for members. Interface with the vendor to get recent updates, solve problems and 
update volunteers. 

� With advanced training draft/maintain a Data Entry Standards Sheet or Manual.  Error-check and cleanse 
data records on a schedule.  Proactively seek ways to better use the donor management system. 

� With training, advise and assist setting up and processing online web and credit card donations, create 
custom forms. Update website information on schedule.  

 
B. Perform data entry and reporting functions, including but not limited to: 

� Timely and accurately process donor data for all individuals and organizations, including checks, contracts, 
all contact information, donor demographics, and relationship links. Access and obtain copies from bank 
lockbox. 

� Maintain and update database queries; generate, update and verify accuracy of a variety of reports, letters, 
and files; edit processed batches and make payment corrections to master donor files. 

� Design and produce reports, lists, charts, and tables to meet needs of the Officers and Chairmen, and print 
and/or deliver them either electronically or physically on a schedule, or as requested.  

� Generate Invoices and Review Aging report of Unpaid Pledges.  With Administration Chairman, review 
Financial Data keyed to Donor Database against Bank Statement preliminary to Treasurer reconciliation.   

� Generate timely and accurate thank you letters and tax-receipts, acknowledgments, miscellaneous letters for 
President's/officers’ signatures   

� Review and reconcile external spreadsheets against Salsa CRM Database 
� Send eBlasts from Salsa Engage or similar service like Mail Chimp requested by President/Administration 

Chairman 
  

C. General Office Duties 



� Scan, copy, print and organize materials. Create mailings and labels associated with the Donor Data 
Coordinator duties 

� Prepare for mailing and mail letters, receipts, acknowledgments, invoices and other documents 
� Maintain organized notebooks with database information 
� Maintain organized computer records associated with job 

  
 
QUALIFICATIONS: 
 
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.  
 
SKILLS 
 
Skills required: 

 Energetic self starter with general secretarial and office knowledge, strong organizational skills. Excellent 
computer skills, well versed in Excel, Word, PowerPoint, Dropbox, Google Docs, Constant Contact or similar 

 Strong communication skills, verbal and written 
 Ability to produce and assemble a volume of labels, documents and mailings efficiently (usually in the 50 to 200 

pieces range) 
 Ability to interact appropriately with donors, charities, sponsors.   
 Skill and political acumen in handling confidential information appropriately. 
 Ability to multi-task and work with volunteers and different “bosses,” flexible 
 Strong ability and willingness to learn new applications, programs and platforms 
 Basic data processing with a high level of typing accuracy and speed. 
 Ability to work with a complex database and observe data entry protocols. 
 Efficiency and ability to meet deadlines; excellent time management 
 Ability to create and maintain filing systems, both paper and digital, including archived data  
 Ability to analyze and systematize administrative processes  

 
Other Requirements: 

 Appropriate, safe work space with room for sponsor visitors and materials 
 Driver’s license and vehicle 
 Late model high functioning computer with appropriate software for job 

 
Additional Skills preferred: 

 Knowledge of Salsa CRM or other donor management or CRM software 
 Advanced knowledge of Excel including automated processes, workflows, and calculation, integration with  

other data sources. 
 Knowledge of use of social media and how to create and execute effective communications. 
 Knowledge of the community. 

 
HOW TO APPLY 
 
Qualified candidates should submit a letter of inquiry with resume to Betty Venson, President, The Charity Ball 
Association, P. O. Box 6708, San Antonio, Texas 78209, or by email to president@charityballassociation.org. 
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