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POSITION DESCRIPTION

Title of Position:        Database Administrator
Brief Statement of Chief Objective(s) of Position:

This committee shall establish and maintain a database of members and donors.

Identify Specific Tasks of this Position:
Plan, organize and establish an annual timeline for the committee

Establish a committee to fulfill tasks of this position
Appoint a vice chair and secretary for this committee

Review database annually to determine names to be added or deleted from the database 

Serve as custodian of the Donor Privacy Policy documents and Donor Privacy

Response Forms

Establish a procedure book for Database Administration

Track donor contributions and privacy requests and maintain for ten years
Review Donor Policy Response Forms to see who to delete from database

Gather names from corporations, Advisory Council, donors and members to add to the database each year

Assist fundraising events when necessary information from the database is needed, e.g. Open Your Heart

Submit articles to Monday Updates, the chapter newsletter and Community Links, as needed

Provide incoming chair with current committee procedure book prior to Board and Appointive Standing Committee Chairs training

Note: Chapter database is only accessible to members.

Attend Board Meetings




No


Present Monthly Reports at Board Meetings

No 

Present Monthly Reports at Regular Meetings    Yes-as needed to obtain input from members


Completion of Annual Report
Yes  
Submit to Secretary
                                                       and place one copy in the Database procedure book 

Identify Position that Supervises/Directs this Position’s Activities: 

Secretary

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Ability to network with members and community to add to database list


Good computer skills       Good interpersonal skills           

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

