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Database Coordinator and Administrator

f

SKILLS
Advanced Data Analysis

Troubleshooting Skills

Data Presentation Skills

Project Management Tools

Data Cleansing

Database Maintenance

INTERESTS

(¢ Birdwatching @} Traveling

([ Sports Coaching ¥ Knitting

STRENGTHS

Q sincerity ll &~ Stability

LANGUAGES
English German Spanish
ACHIEVEMENTS

“#& mplemented a data quality
assurance program, resulting in a
30% reduction in data errors.

E" Streamlined reporting processes,
decreasing report generation time
by 40%.
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PROFESSIONAL SUMMARY

Accomplished Database Coordinator and Administrator with over 7 years of
experience in managing, optimizing, and securing complex databases.
Expertise in data analysis, reporting, and ensuring data integrity. Proven
ability to enhance operational workflows and support strategic decision-
making through effective collaboration with cross-functional teams.

WORK EXPERIENCE

Database Coordinator and Administrator
WidgetWorks Inc.

B Mar/2021-Ongoing
X Denver, CO

1. Compiled and reported circulation metrics to publishers and executives,
enhancing strategic insights.

2. Utilized SQL for data mining, generating comprehensive reports on

customer demographics and trends.

3. Executed IT functions, including installation, configuration, and

administration of hardware and software systems.

4. Managed vendor relations and coordinated service delivery for optimal

database performance.

5. Created analytical comparison charts for marketing strategies,

contributing to data-informed decisions.

6. Collaborated with software engineers to facilitate successful data

migration to new database systems.

7. Conducted regular database audits to ensure data integrity and

compliance with organizational standards.
Database Coordinator 8 Mar/2018-Mar /2021

Summit Peak Industries X Denver, CO

1. Supervised and maintained the Raiser's Edge database, ensuring
accurate data for Advancement and Alumni Relations.

2. Executed daily gift entry and acknowledgment processes, maintaining

high standards of data integrity.

3. Generated statistical analyses and reports, providing insights for strategic

decision-making.

4. Maintained and audited accurate demographic and financial information

of constituents.

5. Served as the primary liaison with executive leadership for financial data

and reporting needs.

6. Conducted training sessions for staff on best practices for database usage

and data entry.

EDUCATION
Bachelor of Science in Information Systems & Mar/2015-Mar /2018

University of California, Berkeley X Denver, CO

Focused on database management, data analytics, and system
architecture.
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