
 
Dynamic NYC Organization Seeks 

“Development and Database Manager” 
 
New Heights was founded in October 2005 in New York City as an independent non-profit 
organization.  Our mission is “to educate and empower promising inner-city youth to be 
leaders, champions and student-athletes by developing the skills necessary for success 
in high school, college and life.” 
 

*** 
Are you detail-oriented? Do you take pride in providing accurate and accessible data-driven 
representation of activities and outcomes? Do you favor consistency and efficiency to data 
collection, maintenance, and reporting? Do you have non-profit and technical skills to navigate 
organization and database systems to support a growing non-profit on a mission? 
 

In order to build capacity for the continued improvement and expansion of the 
organization, New Heights is now seeking candidates to fill the position of “Development 
and Database Manager” 

 
This position requires an innovative professional with fundraising and data management 
experience and a passion for the New Heights mission. Our organization is focusing on 
improving our Customer Relationship Management (CRM) system (Salesforce to meet the 
growing contact management demands across the organization, especially in fundraising, digital 
communications, program tracking, and relationship management. This position will help power 
all marketing, events, and fundraising activity for external affairs, and provide internal support to 
inform and execute our work. This is a unique opportunity to take a leadership role and make a 
significant contribution to a fast-growing, high potential organization. 
 
Primary Responsibilities: 

Database Management 

 Manage and update Salesforce donor database (New Heights’s primary CRM) 

 Regularly update the database with current donor address, titles, giving information, 

solicitor information, bios from a variety of sources 

 Collect and analyze donor and prospect data to detect trends and improve service. 

 Responsible for managing the accuracy of donation information and income 

reconciliation with accounting on a monthly basis. 

 Partner with staff in fundraising, communications, and programs to leverage our CRM’s 
capabilities. 

o Manage information systems implementations and integrations  

 Troubleshoot issues and maintain the overall quality and integrity of the donor database 
and provide effective solutions in a timely manner. 

 Manage donor acknowledgement letters 

 Enter gifts and connect them to board and committee contacts in our CRM. Run boards 

give/get reports and ensure the information is correct with each of our fundraisers. 

 Ensure data integrity by merging duplicate leads, contacts, and accounts, performing 

mass uploads, and updating data, as required, and removing unnecessary fields and 

data. 



 Research and maintain knowledge of relevant third-party tools already in use and 
research other apps to be used in conjunction with CRM to meet organizational needs. 
 

Fundraising and Communications 

 Lead event-based support for annual events: GameChangers Ball, MADNESS and 

Shoot-a-thon 

 Support with ongoing fundraising events and initiatives, including operations, ticket 

sales, auction, outreach and communications 

 Support external program communications 

o Assist with website updates, including monthly blog post  

o Create program flyers, using Piktochart and/or Spark 

 Manage email newsletter database (constant contact)  

 Draft and manage timeline, production and distribution of bi-monthly eblasts 

 Support social media projects, primarily Facebook  

 Provide general support for the Chief Development Officer and all other staff as needed 
 
Ideal Candidate 

 Data-driven. You know that without data and analytics it's impossible to rigorously identify or 
pursue the highest impact improvements to a system or service 

 Collaborative. You understand that the best way to meet and exceed goals is through 
outstanding teamwork. You excel at communicating technical concepts and systems to a 
wide range of audiences  

 Detail-oriented. You mitigate costly mistakes in production by meticulously testing changes 
across development and test sandboxes 

 Problem-solver and Innovator. You will be the point of contact if our staff or volunteers 
experience technical issues with Salesforce 

 Report and Data Visualizer. You will work with our teams and in-house data experts to build 
and maintain intuitive reports and visualizations 

 A Trainer/Mentor. You will work closely with leadership and business process owners to 
define training needs for our new and existing user groups. You will then build and maintain 
Salesforce training curriculum that minimizes user onboarding time and maximizes new 
feature adoption 

 
Additional Qualifications:  

 Passion for the New Heights mission 

 Minimum of 2-3 years database management experience in an organization with diverse 
data needs. 

 Proficient in Salesforce or other related data programs  

 Should be highly responsible, motivated, organized, detail oriented and a problem solver  

 Ability to thrive in a small, fast-paced environment that emphasizes teamwork and collective 
responsibility 

 Must be proficient in Google Docs and MS Office 

 Excellent interpersonal and written communication skills 

 Bachelor’s degree required;  
 
Salary and Benefits: 

 Negotiable, depending on experience and qualifications.  Comprehensive benefit package.  
 
 


