
 

 

 
Data Specialist  
 
The Peoria Symphony Orchestra (PSO) is looking for an enthusiastic, analytical individual who values growth and 
success for the orchestra and its team members. This individual will lead strategy and use of the Customer 
Relationship Management (CRM) software optimizing its use to support the organization’s fundraising and marketing 
efforts. 

  
This part-time position is fast-paced and detail orientated. The position requires problem solving skills, data base 
experience, resourcefulness, organization skills and ability to work under pressure while maintaining a positive 
attitude and flexibility.   
 
Data Specialist will oversee the optimization of Patron Manager CRM software including development of procedures, 
policies, standards and reports. 
 
Duties may include, but are not limited to: 

Data and CRM management 

 In consultation with staff, establish proper structure for Patron Manager CRM software to meet organizational 
needs, work with Patron Manager to implement structure 

 Develop and enforce organizational data standards and protocols 

 Responsible for mastering and training other staff on Patron Manager software  

 Establish procedures for entry of data and organizational processes to increase efficiency in input and to 
allow for clear reporting  

 Build and generate reports to strategically segment patrons for various communications, solicitations, 
marketing campaigns, and grants. Generate lists as needed. 

 Creation of analytics, standard reports, repeatable reports, and annual reports 

 Build ticketed and donor events, discount codes, season subscription packages and prices in Patron Manager 

 Maintenance, update, and cleaning of data in Patron Manager 
 

Development support 

 Establish procedures to ensure accurate entry of all gifts, including pledges, matching gifts and sponsorships 

 Establish procedures for input and maintenance of donor data ensuring information is entered properly  

 Work with the Development Director to establish procedures for acknowledgement and tracking of all gifts, 
donations and ticket donations 

 Research prospective donors and create donor profiles and reports  
 
Additional duties – as assigned - may include some evenings and weekends 

 Assist with ticket sales and box office as needed 

 Provide support at events and concerts as assigned  
 
Professional Qualifications: 

 Experience with Patron Manager, Salesforce or other CRM database desired  

 Attention to detail  

 Strong computer skills, particularly Excel and Word 

 Exposure to development/fundraising environment helpful 

 Familiarity or willingness to learn about classical music 

 Bachelor’s Degree preferred 
 

TO APPLY:  Send a letter of application and resume to employment@peoriasymphony.org by December 1, 
2017. The Peoria Symphony Orchestra is an Equal Opportunity Employer    

mailto:employment@peoriasymphony.org

