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Database	Administrator	
 

 
Department:     Advancement 
Supervisor:        Executive Director of Advancement 
Status:                Full-Time  
Classification:   Non- Exempt  
_____________________________________________________________________________________________________ 
 

MISSION 
The	mission	of	Red	Cloud	Indian	School,	Inc.	(RCIS),	a	Catholic	institution	administered	
by	the	Jesuits	and	the	Lakota	people,	is	to	develop	and	grow	as	a	vibrant	Church,	
through	an	education	of	the	mind	and	spirit	that	promotes	the	values	of	the	Lakota	
culture.		
	
RCIS	includes	two	elementary	schools,	a	high	school,	The	Heritage	Center,	and	ten	
churches	on	Pine	Ridge	Indian	Reservation	in	southwestern	South	Dakota.	By	
integrating	both	Lakota	culture	and	heritage	with	spiritual	beliefs	and	practices	from	
the	Lakota	and	Catholic	traditions,	RCIS	aims	to	educate	both	the	mind	and	the	heart	
of	its	students,	parishioners,	and	staff,	creating	leaders	of	tomorrow	with	competence,	
conscience,	and	compassion.	

 

Position Summary: 

The Raiser’s Edge (RE) Database Administrator (DBA) supports the mission of Red Cloud Indian School by managing 
the functionality of the Raiser’s Edge database and providing timely information, lists and reports for all Advancement 
staff as needed. The ability to handle multiple tasks simultaneously, to build sound and creative programs and to 
work as part of a comprehensive fundraising team dedicated to building a culture of philanthropy are requirements of 
this position.  

The RE DBA routinely handles confidential materials, coordinates cross-departmental projects and meets deadlines. 
This person must also possess strong technical, organization and interpersonal skills. This position will play a critical 
role as the Advancement office embarks on a major fundraising campaign. The DBA must work well under pressure in 
a demanding and fast-paced environment.  
 

I.  Essential Job Functions:  
1. Manage the quality and integrity of The Raiser’s Edge database.  
2. Maintain The Raiser’s Edge maintenance schedule on a daily, weekly, monthly, and annual basis.  
3. Monitor all data entered into RE including gifts, addresses, constituent attributes, campaigns, funds and 

appeals, using maintenance queries, and provide necessary training and to ensure quality of data.  
4. Manage all data requests as needed for the advancement staff.  
5. Improve upon and maintain policies and procedures of RE to assure the highest level of data integrity, 

accuracy and quality of constituent information.  
6. Possess an understanding of the Omatic software system that integrates into The Raiser’s Edge. 
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7. Determine and maintain security protocols in The Raiser’s Edge for all users.  
8. Import and export monthly direct mail acquisition mailing lists using Omatic’s List Management.  
9. Oversee and manage the export of all direct mail and online appeal files.  
10. Communicate all actively used appeal codes to staff regularly.  
11. Oversee the donor acknowledgement process.  
12. Maintain the National Change of Address updates to the database every quarter.  
13. Oversee the daily gift and pledge posting for accuracy purposes.  
14. Troubleshoot Raiser’s Edge and FindOMatic technical issues for staff.  
15. Possess a strong understanding of the RE NXT system.  
16. Provide Raiser’s Edge training to all new RE/RE NXT users.  
17. Communicate with business office as needed to ensure that gift data is properly coded and communicated 

for accounting purposes.  
18. Identify topics that need attention from end users.  
19. Work with advancement staff to identify their Raiser’s Edge data needs.  
20. Participate in strategy discussions related to database crossover planning with direct mail, major gifts and 

grantmakers.  
21. Provide regular communication to all RE users about RE and BBNC systems updates  
22. Other duties as assigned.  

II.  Job Qualifications and Skills: 
• B.A./B.S. degree from an accredited college or university and 3 years experience in a development office 

environment, non-profit setting, or management of an integrated CRM database, or an equivalent 
combination of experience.  

• Strong demonstrated experience with computers and the Microsoft Office suite  
• Experience in answering inquiries and requests in a friendly and direct manner.  
• Ability to train teams working in groups.  
• Ability to establish and maintain effective working relationships with those contacted in the course 

of work.  
• Ability to exercise good judgment and maintain confidentiality at all times.  
• Appropriate home remote work environment, including a quiet and private work area; dependable and fast 

internet access, electricity, and telephone service; and the ability to properly secure and protect RCIS data, 
systems, and equipment.  

III.  Physical Requirements: 
• Ability to move from place to place e.g. desk to meeting rooms and use a personal computer or other desktop 

office equipment—85% of work time,  Ability to twist, reach, grasp and bend at the waist lifting up to 25 lbs—
15 % of work time.  

 
Open Til Filled 
 

To Apply 
Submit cover letter, resume and General Application with any supporting documents to: 
 

Lisa Swallow, Director of Human Resources 
Red Cloud Indian School 
100 Mission Drive, Pine Ridge, South Dakota 57770 
lisaswallow@redcloudschool.org 
(605) 867-5491 ext. 2213  


