
 
 

DIOCESE OF ONTARIO   
The Anglican Church of Canada 

 
 Database Administrator 

Term Contract: May 17 – September 3, 2021 
 

Job Description 
 

Job title Database Administrator 

Reports to Diocesan Executive Officer 

 
Job purpose 

 
The Anglican Diocese of Ontario has invested in technology to be more effective and 
efficient across the entire diocese. This will allow us to broaden our connection 
provincially and nationally as well as support at the parish level. Moving forward, the 
diocese is investing into the community services churches do in their own communities 
including new ministry (programs) support, providing financial expertise, systems and 
support as well as developing new programs and to expand existing programs.  
 

 
 

Duties and responsibilities 
 
The Duties and Responsibilities of the Database Administrator shall include:  

• Implement data into software and tying information into other systems 
modernizing operations of stewardship by working diligently to develop new 
skills and update infrastructure.  

• Use a database, communication programs to analyze, monitor, and support new 
initiative.  

• Data entry and analysis to support the next steps with programs for the diocesan 
community initiative services.  

• Maintain, update database while verifying accuracy and completeness of data 
with entry of records, digitized items, and files 

• Identify and prioritize material for digitization 
• Create digital records using scanner; Digitizing financial, property, executive files 
• Alpha-numeric data entry 

 
 

 
 
 



 
 
 

 

 
 

 
Qualifications 
 
Qualifications include: 

• Office administration, Data entry and management an asset 
• Experience with business equipment including scanners 
• File database structure experience an asset 
• Office administration, data entry and management an asset 
• Computer applications & equipment: MS Excel; MS Word; MS Office; MS Forms; 

SharePoint; Spreadsheet; Scanner 
 
 
Working conditions 
 

• Office environment 
• Non-profit organization 
• Protocols in place for the COVID-19 pandemic 
• Repetitive tasks 
• Attention to detail 
• Ability to work independently as well as in a group setting 

 
 
 
Physical requirements 

• Combination of sitting, standing, walking 
• Bending, crouching, kneeling 

 
 

The Anglican Diocese of Ontario is committed to providing a barrier-free work environment in 
concert with the Accessibility for Ontarians with Disabilities Act and the Ontario Human Rights 
Code. As such, The Anglican Diocese of Ontario will make accommodations available to 
applicants with disabilities upon request during the recruitment process. 

The Anglican Diocese of Ontario is an equal opportunity employer and strives to ensure that its 
hiring process meets the needs of all persons with disabilities. As such, The Anglican Diocese of 
Ontario will provide reasonable accommodation for any applicant, as requested during the 
hiring process. 

The Anglican Diocese of Ontario seeks to fully integrate the principles of Employment Equity and 
will ensure the full participation and advancement of members of historically disadvantaged 
groups (i.e., members of visible minorities, persons with disabilities, women, and aboriginal 
peoples  

The Anglican Diocese of Ontario strives to ensure that its employment practices are free from 
direct and indirect discrimination and is committed to upholding the human rights of those 
participating in the hiring process. In pursuit of this commitment, The Anglican Diocese of 



 
 
 

 

 
 

Ontario will not condone or tolerate any acts of discrimination or harassment under any of the 
grounds protected under human rights legislation. This commitment extends to the hiring 
process and throughout the course of employment. 


