
JOB DESCRIPTION

POSITION TITLE:
Data Services Assistant

REPORTS TO:
Director of Advancement Services

PRIMARY FUNCTION:
Support the information needs of the Advancement division through reporting and information system updates.

AREAS OF RESPONSIBILITY:

1. Create, execute, and produce queries and reports from the Millennium database system, using Internet Reporter for record selection and Crystal Reports for report formatting, and Microsoft Excel, Access, and Word as needed. Produce and print/transmit data downloads and reports for Advancement and non-Advancement offices.

2.
Enter and maintain biographical and pledge information for alumni/parents/individuals/St. Olaf employees on the Millennium software system.  Manage email bounce backs on all constituents.  Assist with special projects, including identifying alumni, parents, and other individuals to be qualified for staff assignment or review for one of the college’s advising groups.  

3.
Serve as a back-up resource for the Advancement Gift Coordinator and the Advancement Records Coordinator as needed.

4.
Train new Advancement administrators and support staff in the use of the Millennium database software.  Serve as an on-going knowledge resource for the Advancement division.

5.
Assist in the formulation and implementation of policy and procedures relevant to the Millennium database.  Create new table entries for gift accounts, attributes and events and other tables as needed. Ensure that the System Administrator has documentation of changes for audit trail.  Share responsibility for safeguarding the integrity of the data.  Maintain, update and disseminate Millennium coding documentation.

6. Perform other related duties as assigned.

7. Perform as a team player in/across departments and constituencies; maintain positive relationships with colleagues and students providing support to department.

SUPERVISORY RESPONSIBILITIES:
No supervisory responsibilities.

CONTACTS:
Daily contact with on-campus constituents/clients , frequent contact with off-campus constituents

EDUCATION:
Essential:
Vo-tech or college-level training in computer applications


Desirable:


EXPERIENCE:
Essential:
Two to three years computer database management and report writing, word processing, and spreadsheets and databases. (Microsoft Office applications preferred)


Desirable:


KNOWLEDGE, SKILLS, ABILITIES:

Effective problem-solving and analytical abilities; well-developed aptitudes for initiative, accuracy, detail, and confidentiality essential; an on-going willingness and ability to learn new software applications; excellent organizational, proofreading, oral and written communications skills; team orientation; good public relations and general office skills.  Occasional weekend and evening work may be required.

PHYSICAL DEMANDS:
None
WORKING ENVIRONMENT:
Typical office setting

WORK SCHEDULE:
FTE: 1.0
Term: Full Year


Shift: Campus office hours

APPROVAL:
Jackie Henry

DATE:
4/20/2009
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