
 

 
 
 
Job Posting 
 
Date: 6/21/2017 
 
Women In Distress is the only nationally accredited, state-certified, full service domestic 
violence center serving Broward County, Florida. Our mission is to stop domestic 
violence abuse for everyone through intervention, education and advocacy. 
 
Job Title:  Advancement Operations Administrator 
 
Reports To: Director of Advancement 
 
Salary Range:  Compensation commensurate with experience. 
 
Days/Hours:  Monday – Friday 9:00am – 6:00pm; Must have flexible schedule and 
ability to work evenings and weekends as needed. 
 
Workplace Location(s):  Deerfield Beach, FL 
 
Qualifications:   

- BA degree and a minimum of 3 years’ experience in database management. 
- Advanced knowledge of Blackbaud Raiser’s Edge and familiarity with Luminate 

and Team Raiser a plus.  Alternative Database experience could include 
Salesforce, ACT, Donor Perfect, Exceed, Gift-Maker Pro or Tessitura. 

- Intermediate to advanced skills in Microsoft Office Suite (MS Word, Excel, 
PowerPoint) as well as proficiency with Mac, Google docs and Gmail, particularly 
advanced skills in using spreadsheet. 

- Excellent written and verbal communication skills. 
- Demonstrated experience conducting mail merges is required. 
- Experience with Wordpress and HTML a plus. 
- Background in customer service, hospitality or other events related work is an 

asset. 
- Ability to work independently and collaboratively and demonstrate excellent 

interpersonal skills. 
- Strong organizational skills, particularly in coordinating an array of assignments 

and meeting deadlines. 
 



 
General Job Description: 
Advancement Operations Administrator supports all administrative operations, and 
helps execute the annual development plan in conjunction with the Advancement team 
and Director of Advancement. The position provides administrative support for all 
fundraising initiatives, including appeals, fundraising events, grants and donor 
stewardship as well as timely gift processing and acknowledgements. Additionally, the 
position maintains the donor and e-communications databases, manages preparations 
for events and donor meetings and generates reports for the team and the Board of 
Directors.  As part of the Advancement Team, the Advancement Operations 
Administrator presents a positive image of WID and is a key internal and external 
contact. 
 
The Advancement Operations Administrator is an expert in the use of the Blackbaud 
Raiser’s Edge software system and serves as the primary custodian of WID’s processes 
and procedures for organizing, storing and utilizing donor data for a myriad of needs 
related to the agency’s fundraising operation. The Advancement Operations 
Administrator possesses a keenly analytical orientation, maintains strong attention to 
detail in every aspect of their work and is able to multi-task on a variety of projects at all 
times.  The ideal candidate will possess strong technology skills as the database 
management requires a level of understanding and agility to transform data between 
software interfaces. Reporting will include data extrapolation, manipulation and data 
mining for a variety of purposes.  
 

To Apply: Send letter of interest & updated resume to Human Resources Manager, 
Diane Smith at dpsmith@womenindistress.org. No phone calls please. 
 
Women In Distress does not discriminate by reason of race, sex, color, age, national origin, religion, mental 
or physical ability, sexual orientation, gender identity, veteran or military reserve status, immigration 
status, or language spoken.  All room assignments, activities, programs, etc. are provided in a non-
discriminatory manner.  Applicants with disabilities who may need accommodations are encouraged to 
contact Diane Smith, Human Resources Manager at 954-760-9800 ext. 1034 5 days prior to scheduled 
interview, so that reasonable accommodations may be coordinated. 

______________________________________________________________________        
 
Date position will be available:  Immediately 
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