
 

 

Database/Digital Communications Coordinator 
 
Introduction 
 
The Jesuits USA Central and Southern Province has an opportunity for a talented individual to 
serve as the province Database/Digital Communications Coordinator.  This position is a full-time 
non-exempt position reporting to the Provincial Assistant for Advancement with a dotted-line 
reporting responsibility to the Provincial Assistant for Communications.   
 
Specific duties include the following: 
 

1. Oversee processing of donations. 
 

2. Oversee maintenance of Blackbaud Raiser’s Edge database. 
 

3. Oversee website interface with Blackbaud credit card processing system.   
 

4. Serve as the primary liaison to Blackbaud data services. 
 

5. Prepare database queries and gift reports. 
 

6. Use Net Community to create webpages and emails to various constituencies.  
 

7. Ensure seamless integrations with partner software systems: Net Community, 
Crescendo. 

 
8. Assist with annual appeal campaign. 

 
9. Assist with maintenance and troubleshooting of other province webpages.   

 
10. Maintain province webpages for credit card payments and event registration and 

prepare related reports.   
 
 
Skills and Qualifications: 
 

1. Three or more years of experience in database management, gift processing and 
knowledge of Blackbaud systems. 

 
2. Experience in website management and creation. Experience with WordPress preferred.  

 
3. Experience and expertise in HTML programming. 



 
4. Experience with Photoshop and Adobe Acrobat.  

 
5. Desire and ability to represent and actively promote the Society of Jesus and the Central 

and Southern Province. 
 

6. Attention to details.  
 

7. Ability to work and support a team environment.   
 

8. A natural problem solver. 
 

9. Flexibility. 
 

10. Willingness to work at least some days from home office.   
 

11. Ability to manage multiple tasks at one time.  
 

12. Previous experience with Jesuit institutions preferred.  
 

13. Spanish preferred.   
 
 
PLEASE NOTE: 
 
The leadership Jesuits USA Central and Southern Province recognizes that the current COVID-
19 pandemic presents special challenges in offering safe work environments.  The person who is 
selected for this position will be provided an individual office and work in a setting where the 
province office staff works in shifts so there is never a large number of employees in the building 
at any one time.  We take every precaution to keep team members safe and healthy.   
 


