
   

 
Wonders & Worries is a unique, Austin-based nonprofit that was launched in 2001 to assist families, 

completely free of charge, with both the wonders and the worries that come along with the stress of a 

serious or life-threatening illness to a parent or primary caregiver. The nonprofit’s overarching goal is to 

facilitate communication within the family around the changes that occur during this difficult time, 

providing children with an age-appropriate understanding of the illness, the treatment, and its side 

effects, allowing them to express their feelings and to increase their individual coping skills. At Wonders 

& Worries, professional child life staff members are paired with children and their families and are 

available to play, talk, smile, grow and hope, together. 

 

Position: Data Entry Specialist  

Reports to: Development Manager and Director of Operations  

Position Summary 

The highly motivated, organized, and passionate individual who holds this position will assist with data 

entry for both the development office and business operations. This position requires strong attention 

to detail, time management skills, written and verbal communication skills, and the ability to manage 

multiple projects at once. The data entry specialist must accurately complete assignments, problem 

solve, and work well under pressure and deadlines. Ideally, this person will have prior database or office 

management experience.  

Role and Responsibilities 

 Process donations and prepare acknowledgment letters and other donor correspondence.  

 Maintain foundation, corporation, and individual donor files.  

 Update and correct biographical and gift information in database records.  

 Send appropriate documentation to donors for their tax purposes.  

 Process check donations that come by mail, including enter in check log, make copies, and enter 

in QuickBooks. 

 Enter donation data into QuickBooks that are processed via credit card through our website  

 Reconcile data between donor database and QuickBooks monthly.  

 Help to collect receipts for credit and debit card expenditures. 

 Reconcile credit card statement monthly  



 Perform other general office duties including answering phones, making copies and mailing 

checks. 

 Support the Development and Accounting department on other projects as needed. 

Preparation and Knowledge 

 Minimum of one year of experience with data entry. Bachelor’s Degree is preferred.  

 Must be extremely detail-oriented, self-motivated, and act in a manner that will reflect 

positively on the organization.  

 Demonstrate excellent oral and written communications skill. 

 Must maintain strict confidentiality related to donors, clients, staff, and other organization 

information.  

 Evening and weekend hours required at certain times of the year.  

 Valid driver’s license.  

 Proficiency in Word, Excel, PowerPoint, and database management. Raisers Edge proficiency 

preferred. 

 May be required to lift up to 30 pounds. 

 

Compensation 

Salary is commensurate with education and experience and competitive in the nonprofit environment. 

This is a part-time (15 hours), non-exempt, hourly position. 

  

To Apply:  

Send a cover letter and resume with salary requirements to hr@wondersandworries.org.  Please put 

“Data Entry Specialist – (your last name)” in the subject line.  

mailto:hr@wondersandworries.org

