
 
 

Child Care Resources  
 

Database Coordinator  
 

About Child Care Resources 
Child Care Resources improves all children’s access to high quality early learning 
experiences by engaging with families, caregivers, and communities. Embedded in 

Child Care Resources’ daily work is identifying and addressing racism so that all 
children thrive in their early learning environments.  CCR operates a statewide 

referral center that helps 18,000+ families each year find and pay for child care 
that fits their needs, provides information on quality care and school readiness, and 
delivers enhanced services for families experiencing homelessness or have children 

with special needs. We provide coaching, technical assistance and professional 
development for more than 2,000 child care providers in King and Pierce Counties, 

so they can develop and improve the quality of their care for all children. CCR also 
operates a culturally-tailored community play & learn program that informs and 
supports more than 4,000 parents and informal Family, Friend and Neighbor 

caregivers across the state. Child Care Resources is committed to anti-racism. 
Candidates must have the ability to advocate for racial equity in and outside the 

office, and work as a team member to grow CCR’s racial equity agenda. 
 
Nature & Scope: 

 
The Database Coordinator provides application and implementation support for new 

client tracking systems (ex: Caseworthy), including creating work flows, writing 
technical bulletins and training materials, managing the help desk, conducting 
training, maintaining data integrity, and assisting with reporting when necessary to 

assure compliance with grants and contracts. The Database Administrator will be 
the subject area expert in managing the function and upgrades of databases used 

to assure quality improvement of Child Care Resource’s programming, and works 
across departments to help implement systems change. 
 

Reports to: Evaluation and Quality Assurance Manager 
 

POSITION DUTIES 
 

Database Analytics and Reporting 

• Develop and manage a process through which requests for database 
enhancements and modifications are screened and approved in 
coordination with Data, Reporting, and Compliance Administrator, 

Evaluation and Quality Assurance Manager, program managers, and 
other personnel as needed 



 
 

• Implement database enhancements and modifications as needed, 
create training manuals and act as an internal consultant to help staff 

resolve database issues and problems 
• Develop an understanding of Agency data stored in the DMS (Data 

Management System) including how the data is connected and 
combined in ways that ensure the quality and accuracy of the data 

• Display a mastery of the system software to its fullest capacity, and 

manage the help desk inquiries from the system and users 
• Stay apprised of software updates and implementation of updates and 

upgrades 
• Provide technical expertise, present materials and train all levels of 

staff   

• Communicate regularly with staff to ensure database integrity and 
security, report project status and progress as needed. Ensure proper 

level of communication between end users, management, IT staff, and 
program managers at all times 

• Provide back up to the Data, Reporting, and Compliance Administrator 

in the preparation of program billing statements and reports for 
funders as needed 

• Provide back up to the Data, Reporting, and Compliance Administrator 
in the compilation of monthly data reports on service delivery and 
community needs using data from CCR One, Salesforce, Impact, and 

staff members as needed 
 

Position Specific Requirements 
 

• AA in Computer Science, Business Technology Management, or similar 

with 5 years of applicable experience or BA in Computer Science, 
Business Technology Management, or similar with 2 years of applicable 

experience 
• Mastery of Microsoft Office suite and Outlook 
• Working knowledge of SQL Server, SSRS, MSSM, and ability to write 

queries, ex. Query Builder 
• Experience working in relational databases 

• Effective written and oral communication skills 
• Interpersonal skills, ability to work in a team environment, excellent 

listening skills and ability to give and receive feedback and implement 

requested changes 
• Ability to manage self, project deliverables and deadlines 

• Ability to handle highly sensitive data while maintaining strict 
confidentiality 

• Complete special assignments and projects as required 
• Perform other duties as assigned 

 

  



 
 

CORE COMPETENCIES  

• Mission-driven: Commitment to advancing social justice through 
equitable educational opportunities for all children 

• Equity mindset: Demonstrates the values of racial equity, diversity 
and inclusion; fosters an inclusive environment that facilitates diversity 

• Communication: Uses effective written and oral communication with 
internal staff, teams, and community served; demonstrates empathy 
and listening 

• Adaptability: Adapts and responds to change; proactively seeks 
opportunities to be supportive of change that serves our mission 

• Ownership and quality of work: Manages own work, and work of 
teams when relevant, ensuring delivery of high-quality work 

• Decision-making: Regularly identifies critical information needed to 

inform decision-making 
• Motivates others: Motivates others to maximize individual, team and 

agency impact 
• Continuous improvement minded: Identifies strategies to improve 

organization’s impact 

 
PREFERRED QUALIFICATIONS: 

• Proficiency with statistical programs such as Stata, R, or SPSS, 
working knowledge of statistical tests 

• Experience effectively communicating complex ideas or trends gleaned 

from complex data  
• Experience using or programming Caseworthy or other human services 

case management software 

• Familiarity with Salesforce and Survey Monkey or other survey 
software 

• Proficiency with Visual Basic, Tableau, Power BI, Adobe Creative Suite 
 
Additional Requirements: 

 
Washington State Driver’s License, automobile insurance, and access to a 

reliable automobile are required. 
 
Compensation:   

$54,427 – $63,820 
 

Benefits: 
Medical, vision, dental, Long term disability (LTD), Accidental death and 
debarment (AD&D) and Life Insurance, 100% employer paid for employee 

coverage. Additional voluntary coverage available, 401K, generous PTO, 
Extended Illness benefit and paid holidays.  



 
 

 
To apply: Please email your resume and cover letter detailing how your 

experience and interest is a match for this position to: hr@childcare.org. For 
more information on Child Care Resources, please visit our website at 

www.childcare.org 


