
Want to join a winning team that impacts over 55,000 people in our community each year?  United 
Way of Northwest Georgia is looking for a Project Manager. 
 
Project Manager –full time position 
This position supports the technical side of the fund raising and marketing efforts.  The primary role is to 
manage the CRM software and enter donor data, mostly from Excel spreadsheets.  Candidate must have 
a demonstrated advanced proficiency in Excel and database management.  Basic accounting skills are an 
asset.  Professional dress, excellent written and verbal communications skills, and the flexibility to 
manage multiple projects on tight timelines are required.  Bachelor’s degree required in Information 
Systems, Business Management, or related field. 
 
Key Competencies 

Customer Focus  Attention to detail  Ability to multi-task and work independently  Quality of Work  

Results-Oriented  Solving Problems  Teamwork  Technical Skills 
 
Knowledge, Skills, Abilities 

 Education/Experience: Bachelor’s degree in Information Technology, Business Administration, or 
related field required. An equivalent amount of appropriate work experience may be considered.  

 PC skills and advanced working knowledge of software in a windows environment, specifically 
Microsoft Word, Excel and Outlook.  

 Strong understanding of database management in general and fundraising database management 
desirable. ANDAR knowledge and experience an asset. 

 Knowledge of CRM basics, including a thorough understanding of the essentialness of data 
integrity. 

 Ability to quickly learn new software products and operational procedures as well as develop and 
improve processes. 

 Must be self-motivated, and able to work independently. 

 Information technology, database administration and research experience in a non-profit 
environment desired. 

 Ability to analyze and understand financial and statistical data and present data in easy to use 
formats. 

 Ability to speak and write clearly and concisely for a broad audience. 

 Strong problem solving skills and the ability to develop creative solutions. 

 Strong time management skills and ability to manage multiple priorities. 

 
Submit resume, cover letter, salary requirements, and names of three professional references to 
amanda.burt@ourunitedway.org by March 30. 
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