
Wesley Glen Ministries 

Development Data Assistant 

Part-time: 24 hours a week 

 

Purpose: The Development Data Assistant is responsible for insuring the input and processing of 

all incoming donations and outgoing mailing projects. 

Essential Duties and Responsibilities:  

 Develop and maintain event, donor, and volunteer information within the Raiser’s Edge 
(RE) Database 

 Daily input of all donor gifts in the RE Database 
 Prepare and process all forms of memorial and thank you cards, acknowledgement letters, 

new giving appeals and Major Giving Society packets  
 Pull all mailing lists and process invitations and appeal letters to distribute 
 Update RE database with new and changing constituents 
 Weekly cleaning and running reports to insure database health 
 Work with the Director of Development to maintain sponsorship records in RE 
 Assist with noting CEO and Director’s activities in the database records 
 Completes assignments in a timely and accurate manner 
 Upholds the mission and values of Wesley Glen Ministries 

Occasional:  
 Be flexible with work hours to accommodate heavy giving cycles and seasons, particularly 

after large events or big giving days 
 Annually prepares and organizes pulling and sorting of large tax letter mailing project 
 Assists the Development office with volunteer coordination as needed 
 Other duties as assigned 

 

Education and/or Work Experience Requirements: 

 Three years of experience with complex data systems OR an associate’s degree in a related 
field with at least one year of experience. 

 Experience using a donor database is preferred. 
 Must have the ability to work efficiently on several tasks. 
 Must be self-motivated, have strong organizational skills, and keen attention to detail. 
 Proficient in the use of Microsoft office, Internet, and e-mail. 
 Ability to greet and assist visitors as needed. 

 
Essential Physical Requirements: 

 Duties may include sitting and typing for both short and lengthy durations of time. 
 Duties may include some moderate lifting, moving of items. 
 
 
Please email your resume and cover letter to jrogers@wesleyglen.org. No calls please. 

mailto:jrogers@wesleyglen.org

