
 

 
 
TESSITURA DATABASE ADMINISTRATOR           
Full-time; Year-Round 
 
The Tessitura Database Administrator will provide leadership for the organization in its use of the 
Tessitura CRM software. Reporting to the Director, Operations and Systems, this position will lead all 
Tessitura efforts throughout the organization ensuring proper utilization and growth of data-driven 
initiatives, and will interact closely with all departments, establishing best-practices for effective uses of 
the software. 
 
COVID vaccination is required as a condition of employment.                                                                                                  
Fully vaccinated for COVID-19 is more than 2 weeks after having received the second dose in a 2-dose 
series (Pfizer-BioNTech or Moderna), or more than 2 weeks after having received a single-dose vaccine 
(Johnson and Johnson [J&J]/Janssen ). 
 
Duties & Responsibilities 
 

● Provide management and support for all Tessitura operations across departments. 
● Research, plan, project manage and troubleshoot Tessitura upgrades, including leading planning 

for use of new features, creating testing plans and staff training as necessary 
● Assist with management of third party application integrations with Tessitura and their ongoing 

maintenance and support, including accounting (Accountingware) website, bulk email platforms 
(Prospect2), school applications (Acceptd), wealth screening applications such as WealthEngine, 
and others like Shopify as available from the Tessitura roadmap and suited to Pillow business 
needs. 

● Support Marketing Staff in the administration of TN Express Web (TNEW) application and all 
web customizations. 

● Maintain awareness of industry trends and practices in the use of Tessitura and advise 
organization regarding changes and enhancements that will improve operations 

● Interface with external and internal user groups 
● Work with Tessitura Support staff and consultants to troubleshoot database issues and maintain 

and update customizations to the Jacob’s Pillow environment 
● Create custom reports and modify existing reports according to business needs, using SQL 

Server, SQL Server Reporting Services or other tools. 
● Oversee third-party data imports such as NCOA updates  
● Consult with all departments, gathering user requirements for new initiatives and business 

process, and recommend best use of Tessitura to support these initiatives 
● Oversee data entry and tracking, reports, list management, extractions, and other tasks as 

assigned for cross-departmental Tessitura use through coordination with lead system users 
● Facilitate generation of lists, advanced data extractions, custom reports and ad hoc queries 
● Develop training programs for optimization in all departments 
● Investigate and address support issues concerning Tessitura RAMP application; submit RAMP 

tickets on behalf of staff as needed 
● Supervise NSCAN installation, maintenance and support 
● Update system tables as necessary 



● Manage users and security. Enhance security groups and assign access rights to ensure 
confidentiality and system integrity 

● Perform regular data integrity checks and promote activities such as duplicate reduction across 
departments 
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● Help departments enrich their data through routine quality assurance and data imports; utilize 
the legacy Salesforce database to extract additional data as business needs require 

● Provide regular functional supervisions and training to Tessitura users in each Department 
● Regularly convene staff with primary use responsibilities in all department 
● Manage the Google Shared Drive: Database Implementation 
● Create and maintain documentation concerning system configuration, best practices, data entry 

and integrity, as well as procedures specific to Jacob’s Pillow 
 
Required Qualifications 
 

● Minimum of five years’ experience working in enterprise database administration and/or 
developer, preferably with the SQL Server platform. 

● Prior experience with a major CRM fundraising database and major ticketing database; including 
system conversion, reports and analysis, and data configuration 

● Experience in the administration of Tessitura 
● Salesforce CRM familiarity 
● Knowledge of business process analysis. 
● Excellent verbal and written communication skills 
● Demonstrated ability in writing clear technical documentation. 
● Demonstrated ability to achieve goals through influencing and coordinating inter-departmental 

work. 
● Demonstrated skills in prioritizing and managing multiple projects simultaneously. 

 
Preferred Qualifications 
 

● 3-5 years’ experience with Tessitura database 
● Supervisory experience 
● Understanding of project management methodologies (agile and scrum) 

 
TO APPLY 
  
Please email cover letter, resume and references to HR@jacobspillow.org   with “Tessitura Database 
Administrator” in the subject line. 
 
 
COVID-19 Information 
Jacob’s Pillow is observing COVID-19 protocols to ensure the safety of all employees.  This protocol will 
evolve due to changing conditions, and is subject to change in accordance with local laws and 
regulations and medical direction. 
 
ABOUT JACOB’S PILLOW 

mailto:HR@jacobspillow.org


 
Jacob’s Pillow, a National Historic Landmark and recipient of the National Medal of Arts, is a year-round 
center for dance and home to America's longest-running international dance festival located in the 
beautiful Berkshires of Western Massachusetts. The Pillow encompasses the world-renowned 
international Jacob’s Pillow Dance Festival, presenting more than 50 dance companies and over 350 
events each summer; The School at Jacob’s Pillow, one of the most prestigious professional dance 
training centers in the U.S.; the Pillow Lab, a residency program that supports new choreography;  
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growing Community Engagement programs that serve local school children, artists, and community 
members alike; rare and extensive dance Archives, open to the public, which chronicles more than a 
century of dance through photographs, videos of performances and talks with artists, costumes, and 
scholarly essays; and Apprenticeships, a Fellows Program, and an Internship Program that provide 
professional advancement and training opportunities. 
 
Jacob’s Pillow is committed to providing an inclusive, diverse, accessible, and equitable environment 
that cultivates the celebration of the art of dance and its positive impact on communities. Jacob’s 
Pillow’s mission is to support dance creation, presentation, education, and preservation; and to engage 
and deepen public appreciation and support for dance. Organization-wide values include inclusion, 
leadership, integrity, flexibility, partnership, and sustainability. Learn more about Jacob’s Pillow, its 
mission statement, and its values here. 
 
Jacob’s Pillow is a registered 501(c)(3) not for profit organization that provides equal opportunity for all 
employees and applicants for employment without regard to race, color, creed, religion, gender, sexual 
orientation, national origin, age, marital status, mental or physical disability, pregnancy, military or 
veteran status, or any other basis prohibited by state or federal law. This policy also prohibits employees 
from harassing any other employee for any reason including, but not limited to, race, religion, sex, 
national origin, age, or disabled status 
 
 
 
 
 
 
 
 


