DATA & DEVELOPMENT SPECIALIST

Job Description

Reports To

Vice President, Development

Department
Employee Classification

Overview

Essential Functions

Development
Full-time Exempt

Dress for Success Cincinnati seeks a highly organized, analytical, and
mission-driven Data & Development Specialist to support the
organization's fundraising, donor engagement, and development
operations. This position is responsible for maintaining the integrity
of donor data, managing Salesforce, ensuring timely donor
acknowledgement and mailing execution, supporting donor
cultivation strategies, and ensuring timely stewardship activities,
including operational coordination for the annual Fashion Show and
other fundraising events as needed. The ideal candidate combines
strong technical expertise with exceptional attention to detail and
enjoys transforming data into actionable insights that strengthen
fundraising efforts and donor relationships.
Salesforce & Database Management

e Serve as the primary administrator for Salesforce, maintaining

accurate and up-to-date constituent records.

e Ensure data integrity through routine audits, data cleansing,
duplicate management, and quality control.

e Create and maintain donor profiles, gift and grant records,
constituent interactions, and campaign tracking.

e Develop and maintain dashboards, reports, and data
visualizations to support fundraising strategy and leadership
decision-making.

e Manage imports, exports, and data integration processes.

Development Operations
e Manage gift processing and ensure accurate recording of all

donations.

e Prepare and distribute timely donor acknowledgment letters, tax
receipts, and recognition communications.

e Track acknowledgment completion and stewardship activities to
ensure exceptional donor experiences.

e Maintain fundraising calendars and support campaign execution.

e Coordinate donor records for events, appeals, and fundraising
initiatives.

e Support grant tracking and reporting as assigned.
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Key Deliverables

Donor Cultivation & Stewardship

Create targeted donor outreach and prospect lists using
Salesforce data and donor segmentation strategies.

Identify opportunities for donor engagement through data
analysis and giving trends.

Support moves management by tracking donor interactions,
cultivation activities, and follow-up actions.

Assist with annual giving, recurring giving, major gifts, and
corporate partnership activities.

Monitor donor retention and engagement metrics and

Data Analysis & Reporting

Analyze fundraising performance and donor trends.

Maintain Salesforce Dashboards and provide regular status
updates on goals/KPlIs.

Produce regular reports on donor acquisition; donor retention;
grant and gift activity; fundraising pipeline; and stewardship
metrics.

Develop and share recommendations based on data insights to
improve fundraising outcomes with leadership.

Administrative Support

Maintain accurate development files and documentation.
Assist with donor research and prospect identification.
Ensure compliance with organizational gift acceptance and
confidentiality policies.

Support fundraising events through registration management,
attendee tracking, and post-event reporting as needed.

Maintain a highly accurate Salesforce database with exceptional
data integrity.

Process and acknowledge charitable gifts within timelines.
Generate donor outreach lists that support cultivation and
fundraising strategies.

Produce accurate monthly fundraising/donor analytics reports.
Track donor stewardship activities and acknowledgments.
Identify opportunities to strengthen donor engagement through
data analysis.

Support successful execution of fundraising campaigns/events.
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e Minimum of 3 years of experience in nonprofit development,

Education/Skills & fundraising operations, database management, or related field.

Experience e Demonstrated experience using CRM systems, including Salesforce;
Salesforce Administrator certification preferred.

e Experience with reporting tools, dashboards, and data visualization.

e Strong project management experience; ability to prioritize and
complete numerous time-sensitive projects.

e Exceptional written, organizational skills, and attention to detail.

e Experience with grants a plus.

e Strong proficiency in Microsoft Excel, including data analysis and
reporting.

e Ability to manage multiple priorities while meeting deadlines.

e Commitment to confidentiality and ethical handling of donor
information.

e Ability and willingness to advocate for inclusivity at all levels of the
organization, and specifically related to clients served

e Bachelor's degree in Business, Nonprofit Management, Data
Analytics, Communications, Marketing, or related field (or
equivalent experience) preferred.

Work Environment & e Work schedule will normally be Monday-Friday (with flexible
Physical Demands Fridays often work from home) and may include weekends and/or
evenings

e Regular M-Th schedule requires being in office

The above duties are not all inclusive and may be modified as organizational needs dictate. Any
significant changes will be discussed and documented. Salary range of $52,000 - $57,000
commensurate with experience.
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