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Internal/External   

Data Administrator 

POSITION:  Data Administrator  
 

DEPARTMENT: Client Services  
 

POSITION FUNCTION: Under the general supervision of the Senior Manager for Quality Improvement and 

Data Management, the Data Administrator assists with maintaining and improving the 

performance, integrity and security of data management systems within certain 

parameters. He/ She will be processing users’ requests, supporting and 

troubleshooting any issues on their behalf by communicating with the databases 

system administrators. The Data Administrator will ensure effective and efficient 

responses to the day-to-day operational data management. He/ She will assist in 

database performance tuning, problem solving, preparing technical information and 

database management. The Data Administrator will provide one- to-one training to 

new staff based on requests and/or based on database updates or changes. 

Additionally, he/she will assist management in monitoring and processing 

inputs/outputs, and ensuring that targets in contractual and/or required targets are 

entered into the required system in a timely manner. Managing data requires a great 

degree of precision and accuracy. 
 

QUALIFICATIONS:  University/ College degree in a relevant field or combination of education and 
experience in data processing and management. 

 Good knowledge and experience (1-3 years) in using client databases uploading big 
volume of data. 

 Good understanding of non-profit programs and reporting. 

 Excellent computer skills including (but not limited to) Microsoft Office, 
spreadsheets and database software applications. 

 Experience in delivering one to one and group training. 

 Strong interpersonal skills, problem-solving, technical and analytical skills, time 
management, organizational skills and meticulous attention to details. 

 Excellent communication skills with a diverse group of people. 

 Able to work independently with minimum supervision and with a team. 

 Flexible and able to work under pressure on multiple tasks meeting tight deadlines 
in a fast paced changing environment with volume of requests with high levels of 
accuracy and precision. 

 Good understanding of the importance of database integrity in terms of both 
efficiency and security and understanding of MOSAIC’s privacy policies and privacy 
law. 

 Experienced (3-5 years) in dealing with office and administrative procedures; able to 
handle a variety of telephone inquiries. 

 Be comfortable traveling between sites for training delivery. 

 Current and satisfactory Criminal Record Check. 

 Highly cooperative, tactful, versatile, highly organized, efficient, diplomatic and 
cheerful. 
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HOURS: 21 hrs/week  

 
 STARTING PAY: $12,541.158-$13,306.86 

 
RESUMES TO:  Hiring Team - MOSAIC Employment Programs 

5575 Boundary Road 
Vancouver, B.C. V5R 2P9 
Email: employmentprograms@mosaicbc.org 
 
Please reference “Your Name – Data Administrator” in the subject line of your 
application and submit via email (Word / PDF format). No telephone calls please. Only 
those selected for an interview will be contacted. 
 

DEADLINE: 
August 8, 2017 
 
Kindly note that this position funding is for FY2017/18. Funding for next fiscal year is not 
guaranteed. 
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