Database Manager

Mount St. Mary’s Seminary and School of Theology is the center for ecclesial formation sponsored
by the Archdiocese of Cincinnati. Our mission is to form men and women to faithfully follow Christ
and serve His mission by fulfilling their vocations in the Church. MTSM is a growing, vibrant
organization with more than 90 seminarians from six different dioceses and many more men and
women working towards graduate degrees and certificates.

We seek an experienced Database Manager to manage information, perform data analysis and help
us level up in terms of data and automation. This integral position is responsible for the
organization’s alumni and donor CRM and oversees data quality and integrity, constituent records,

gift entry, data analysis, and other donor support functions. This position reports to the Vice
President of Development and Relations and works closely with the Advancement & Finance teams.

Specific duties include:
e Opversee the Seminary’s database of alumni and friends
e Supervise gift processing including entering gifts and the acknowledgement process
e Manage the Seminary’s Matching Gift Program
e Reconcile with the Finance Department to ensure accuracy of donor records
e Prepare lists and reports quickly and accurately

e Provide data analysis and implement programs and processes to continuously grow the
program

e Serve as the liaison between the Advancement Office and software vendors

e Attendance at special events and other team projects.

Qualifications

e Bachelor’s degree required along with 2-5 years of related experience; prior CRM experience
required; previous Raiser’s Edge NXT experience preferred.

e Detail oriented with excellent communication and computer skills; experience with data
analysis and automation software a plus

e Commitment to the mission and message of the Catholic Church

e Ability to thrive in a fast-paced environment.



Please send a cover letter and resume to lrassati@athenacum.edu. Applications will be
considered until the position is filled. The Athenaeum of Ohio is an Equal Opportunity
Employer.



