
 
POSITION DESCRIPTION 

 

 

Position Summary: 

The Business Process and Applications department within Information Technology (Digital 
Strategy and Infrastructure) division is responsible for providing various departments at 
Albright College with analytical tools and business process support.  We are seeking a dynamic 
and creative individual who has basic knowledge of relational databases and MS SQL to serve as 
a key member of the technology team and the primary liaison for our Advancement Division.  
The Business and Data Analyst will play a key role in providing our Advancement leadership and 
staff with critical business support solutions through the use of actionable reports, business 
process documentation and engineering.  The position will report directly to the Vice President 
of Digital Strategy and Infrastructure (IT) and will have the opportunity to learn and develop 
skills from other Information Technology peers.  The Business and Data Analyst will also work 
very closely with the Vice President of Advancement. 

Essential Job Functions: 

1. Develop ad-hoc and automated reports for decision support.  Work with other 
technology team members to develop high level and operational dashboards using MS 
SQL reporting services and other tools. 

2. Understand, document and help improve business processes within the Advancement 
division.   

3. Develop, revise and maintain policies, procedures, workflow documentation and data 
stewardship standards to ensure integrity of Advancement data at all times.  

4. Lead business analytics efforts to analyze donor data, identify trends and opportunities.  

5. Analyze data to ensure record integrity, accuracy, logic and relevance.  Develop a plan to 
improve quality of information in donor database.   

6. Work to educate end-users on data gathering, processes, donor tracking and data 
management issues.   

Employee Name:  Position: Business and Data Analyst 

Supervisor: Vice President for DSI (IT)/CIO Core Hours: 8:30 – 4:30 

Department: Business Process and Applications Division: Digital Strategy and Infrastructure 

FLSA Status: Exempt FLSA Exemption: Administration 

 Date: 07/18 



7. Develop and maintain actionable reports. Work with coworkers to communicate how 
the data best suits their needs in reports.    

8. Create customized Financial/Biographical/Prospect reports as needed.  Generate ad-hoc 
or on-demand mailing lists for mass mailings, queries, and reports, as needed by various 
departments.     

9. Initiate ongoing individual and small group training for Millennium end-users.   Train 
staff to run their own frequently used reports.    

10. Responsible for compiling and providing data, where appropriate, to external 
constituencies, vendors, and external agencies. 

11. Perform additional responsibilities as designated by the Vice President for Digital 
Strategy and Infrastructure/CIO.   

Physical Demands: 

The physical demands described below are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

While performing the duties of this job, the employee is regularly required to use hands to 
handle, or feel; reach with hands and arms; and talk and hear. The employee is required to 
stand; walk; sit; and is occasionally required to climb or balance; stoop, kneel, crouch, or crawl. 
The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision, peripheral vision, and ability to adjust focus. 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF 
TIME 

CONSTANTLY-75% OF TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 lbs.  

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 



Work Environment: 

The work environment characteristics described here are representative of those encountered 
while performing the essential functions of this job.  

Primarily administrative environment working on computer at desk. 

Some College events are held outdoors, which are subject to various weather conditions (heat, 
cold, wind, rain, snow). 

The individual is routinely exposed to indoor conditions, minimum outdoor weather and 
temperature extremes, and moderate noise level. 

Qualifications/Prerequisites: 

1.  COMMUNICATION 

a. Strong written, verbal, communication, organization and interpersonal skills. 
b. Respect and empathy for others.  
c. Ability to work well in individual, small group, and large group settings. 
d. Ability to effectively collaborate and communicate with Advancement colleagues and 

campus-wide partners in a respectful manner. 

2.  SKILLS 

a. Excellent communication skills with a demonstrated ability to interact professionally 
with diverse group of constituents including management, coworkers, users, faculty, 
students, and vendors.  

b. Solid understanding of business practices and a demonstrated ability to effectively map 
workflows, support Software Applications and make recommendations to 
automate/improve business/academic processes.  

c. Detail oriented with strong analytical skills.  
d. Working knowledge of MS SQL, Reporting Services and Integration Services.  
e. Desire to work as a member of a highly productive team. 
f. Ability to organize independent work, set priorities, adjust to peak periods in the 

workflow and complete assignments independently. 
g. Flexibility to perform daily recurring tasks while at the same time working on various 

longer-term departmental projects. 
h. Ability to interact effectively with College staff and constituency. 
i. Sensitivity, good judgment and the ability to handle highly confidential material and 

information. 

3.  EMPLOYMENT/EDUCATION EXPERIENCE 

a. Related Bachelor's degree and/or 5+ years of relevant experience 

4.  LICENSE 

N/A  


