
 

 

POSITION DESCRIPTION 

TITLE: CRM Database Administrator 

REPORTS TO: Chief Financial Officer 

SALARY RANGE: $85,000-$95,000 annually  

Who we are: 
Dedicated to Art for All, Maryland Hall is the region’s cultural core, convening and engaging people in arts 
experiences that strengthen community. Maryland Hall was founded in 1979 by a group of artistic 
visionaries who believed the former Annapolis High School could best be utilized as a community arts 
center. Today, our historic landmark building is the community's gathering place for the arts. Through 
year-round classes, performances, exhibits, tours, workshops and demonstrations, people of all ages 
discover the transformative power of the arts. Each day, Maryland Hall nurtures inspiration, cultivates 
originality and fosters the imaginations of the children, families, students and adults who come through 
our doors. 
 
The position we’re filling: 
This newly-created full-time position ensures that Maryland Hall’s Customer Relationship Management 
database and integrated applications run effectively and efficiently.  Reporting to the Chief Financial 
Officer, the CRM Database Administrator oversees the software platforms used for managing donations 
and memberships, ticket sales, and class registrations. 
 
What you’ll be doing: 

• Maintain and ensure proper configuration and performance of CRM database and integrations 
with related enterprise applications.  Manage system access and user licenses. 

• Serve as the main point of contact for troubleshooting and assisting end-users.   
• Manage system upgrades, maintenance, and support tickets. 
• Regularly import or enter data while ensuring data quality/validity. 
• Develop and generate ad hoc reports for users throughout the organization. 
• Create and maintain technical documentation and user guides specific for the organization. 
• Provide after-hours support for critical issues. 

What you bring: 
• An innate problem solver who proactively investigates when something doesn’t look right, and 

won’t quit until the cause is identified and the solution is in place.  Attention to detail is a must! 
• Demonstrated experience in database administration of CRM or similar enterprise-wide 

applications.  Experience with Tessitura, Blackbaud, and/or Salesforce products preferred.   
• Experience with BI or similar reporting tools a plus.  
• Ability to communicate technical concepts in layman’s terms to non-technical staff. 

This is a full-time (exempt) position.  Interested applicants should submit a resume and cover letter to 
jobs@marylandhall.org.  Position open until filled. 
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