
Ryman Arts 
Job Description 

DATA PROJECT COORDINATOR 
 
General Description 
Ryman Arts maintains a contact management database (Exceed Premier!) with approximately 18,000 
records that is used for communications, tracking constituents, gift recording, donor analytics, reporting, 
and reconciliation with financial transactions. There are also financial and student databases in use. The 
contact management database has grown substantially, becoming central to the efficient administrative 
and fundraising functions of the organization and needs comprehensive updating and coordination with 
other systems.   
 
The purpose of this position is to facilitate streamlined, accurate processing of information within the 
database and to do extensive data entry to increase the system’s efficiency and value to staff. Working 
under the regular supervision of the Operations Manager, the Data Project Coordinator will help ensure the 
accurate tracking, recording and reporting of information. 
 
Principal Responsibilities and Examples of Duties 

 After receiving training in the database, gain expertise and use it for all data entry and reporting. 

 Input new records; revise existing records in database to conform to new procedures and content 
requirements. Implement design changes in database system. 

 Implement newly established policies and procedures for all database management, data entry and 
reporting. May assist with updating database design, including structure, policies and procedures. 

 Assist the Operations Manager in establishing data reconciliation protocol between Exceed 
Premier! and accounting system (Quickbooks). 

 Under direction of Development and Communications Manager, assist in designing reports needed 
and generate all reports from system. 

 Assist with other projects as member of the Ryman Arts administration team. 

 Perform other duties as assigned. 
 

Knowledge, Skills and Abilities Required 

 Two or more years’ experience using a development or contact management database. Experience 
should include data entry, assisting with system configuration, generating reports, and following 
procedures to insure data integrity and security.   

 Bachelor’s degree or equivalent education and experience. 

 Highly proficient in database software use, such as Exceed Premier (or equivalent), Microsoft Office 
Suite, and web based applications. Able to quickly learn new technology skills and apply to project. 

 Experience with data management, including work with extensive Excel documents containing 
complex data sets. 

 Demonstrated organizational skills and ability to keep projects moving forward to meet deadlines. 

 Able to work independently as well as collaboratively with others to achieve project goals. 

 Strong communication skills; comfortable reporting on progress, including identifying obstacles and 
troubleshooting challenges. 

 Able to focus for extensive periods of time on computer-based work in office setting. 
 
The Data Project Coordinator is a part time, 20 hour/week, one year position, that may be extended. 
Compensation includes employer-paid health insurance and paid sick leave. 
 
To Apply: Please mail cover letter and resume to Data Project Coordinator Search, Ryman Arts, 1933 S. 
Broadway, 11th Floor, Suite 1138, LA, CA 90007. No calls please. Position open until filled. 


