
 
 

Job Description: 

Fundraising Insight and Database Officer 

Department Income Generation and Marketing 

Responsible and reports to Fundraising Insight and Supporter Experience Manager  

Key working relationships: Fundraising and Marketing Department, Fundraising 

Insight and Supporter Experience Manager, Database 

Co-ordinator, Information Governance Group, Head of 

Quality and Data Protection, SIRO 

Salary grade NN5 

Hours of work 37.50 with out of hours working as required 

Criminal Record Disclosure 

required (DBS) 

No 

 

Our Vision 
A world where everyone can face death informed, supported and pain free. 
 

Our Mission 
Pioneering standards in expert support and care, for anyone facing death and bereavement. 
 

Our Values 
Our values define who we are and how we act.  We are: 
 
Human: We treat people with understanding, patience, respect and above all dignity.  We 
are the welcoming smile, the talk over a cup of tea, the human touch. 
 
Courageous: We stand firm, we do not flinch in the face of hard news, but always with 
humanity, sensitivity and respect for our community. 
 
Energetic: Whether we're out running a fun run or at the hospice greeting our patients, we 
bring the energy and optimism to make the most of every day. 
 
Connected: We are not an island, we thrive on partnerships and working with others, we 
believe we are better and stronger together. 
 
Expert: We are looked up to by our community and our peers as the organisation to go to 
for knowledge, training, best practice and latest techniques. 
 
 
 
 



JOB PURPOSE 
 
Based in the Income Generation & Marketing directorate, the role will focus on data 
processing, data selections and data analysis.  
 
You’ll support the Fundraising Insight & Supporter Experience Manager to evaluate the 
success of campaigns and journeys, to gather, interpret and utilise insight to inform the 
fundraising activity of all teams to maximise income.   
 
You will be responsible for making sure the CRM meets the needs of the department, 
encompassing all aspects including user training, data management, process improvements 
and new development. 
 
You will promote best practice when using data and will help to embed data as a driver of 
decision making across the department. 

Duties will include but not be limited to: 

• Ensure that the CRM is working in an efficient manner – suggesting process 
improvements and reviews where needed. 

• Working with the Database Co-ordinator to develop, manage and supervise a data audit 
schedule for the CRM – contributing when required – to ensure data processing and 
storage is in line with best practice (GDPR, Fundraising Regulator etc)  

• Work with the Supporter Services Manager to develop CRM data governance processes 
which ensure high standard of data cleanliness and quality across the system. 

• Promote and lead on good data management across the organisation. 

• Working with the Database Co-ordinator to revise, implement and undertake various 
import processes on the CRM (considering new imports where time saving over existing 
process are possible) 

• Checking, reviewing, and improving on CRM processes and general working practices 
as part of a cycle of continuous improvement. 

• Responsible for creating and running queries and reports within the CRM, which 
includes responding to data briefs for marketing/ fundraising campaign selections. 

• Supporting with CRM development activities, including contributing to the upgrade 
and/or update of fundraising databases where required (as part of project groups if 

identified), and keeping up to date with Raiser’s Edge updates and new features and 
ensure they are rolled out to the organisation following an agreed release and 
change process. 

• Act as in-house CRM Specialist, maintain and manage the CRM system and database 
by troubleshooting and problem-solving issues, engaging with teams to identify gaps 
and opportunities and designing and implementing solutions. 

• On projects, work with CRM users and IT to elicit CRM requirements, assess priorities 
and capacity, project manage CRM work. Lead on CRM centric projects as required. 

• Work with the Supporter Services Manager and Database Co-ordinator to develop and 
document a CRM strategy that aligns with the strategic objectives of the whole 
organisation. In line with this identify, monitor, and report on key KPIs for CRM. 

• Ensure stakeholders are regularly updated on ongoing work and facilitate 
communication between teams as required. 

• Proactively seek opportunities to improve integration of CRM with wider organisational 
processes. Work with teams across the organisation to identify opportunities to improve 
and, where possible, automate integration of supporter data to CRM. 

• Be a key stakeholder in the Information Governance group for the organisation. 



 

• Build strong relationships with all information and technology users, developers and 
teams. 

• Support all users to understand, utilize and optimise the data stored in CRM, as well as 
how to access and report on it. 

• In partnership with stakeholders, implement effective and secure procedures for 
supporter data processing. 

• Act as relationship owner for the CRM supplier. Work in collaboration with the supplier 
to scope and commission development, troubleshoot issues, identify opportunities and 
maximise system value. 

• Promote the use of Raiser’s Edge to support the on-going development of the 
organisation’s strategic objectives and help position data and insight at the heart of our 
decision-making processes. 

 
These are some of the more detailed aspects of the role:  

Team/Self Management  

• You’ll support existing and new fundraising activities, initiatives, and products, ensuring 
that they are fit for purpose.   

• You’ll support the fundraising team and volunteers in the use of fundraising databases, 
where needed. 

• You’ll highlight to the Supporter Services Manager any identified risks to any aspects of 
data or fundraising. 

• You’ll follow hospice procedures for incident/accident reporting, including escalation. 
 
Quality and Service improvement 

• You’ll maintain accurate and up to date records, recorded on the fundraising databases 
and to ensure the safe and secure handling and storage of confidential information. 

• You’ll be a role model and expert practice resource for all colleagues. 

• To ensure knowledge of, and compliance with, all laws, regulations and codes of practice 
relating to fundraising, and to ensure adherence to all hospice and professional policies 
and procedures. 

• To ensure that all relevant fundraising information is recorded and documented in the 
hospice's supporter’s records system in compliance with current, relevant legislation. 
 

Personal Development  

• You’ll ensure personal compliance with hospice compulsory training requirements. 

• You’ll participate in orientation of new colleagues, volunteers and visitors. 

• You’ll participate in mentoring of colleagues. 

• Through the performance development process, you’ll plan your continuing professional 
and self-development, attending in-house study days and courses as appropriate. 

Other responsibilities 

• Any other duties as required which are deemed appropriate to the level and grade of the 
post. 

• Keep up to date with industry trends and developments 

• Represent St Catherine’s hospice in any capacity as required. 
 
 
 

This is an outline job description designed to give an overview of the responsibilities 
of the role.  We expect the job holder will work flexibly, responding to organisational 
need and changes as they occur. You will also contribute to the wider corporate and 
organisation needs of St Catherine's such as supporting our fundraising efforts. 



 

Policies and Procedures 
In addition to your professional code of conduct, you must familiarise yourself with, and 
adhere to St Catherine's policies and procedures as listed in your team induction schedule, 
including the following: 
 

• Information Governance  

• Data Protection  

• Risk Management  

• Raising a Concern  

• Complaints 

• Safeguarding 

• Mental Capacity 

• Health and Safety at Work 

• Equal Opportunities 

• Infection Control 

• HR Management  

• Incident Management 
 
You have a duty to undertake the relevant e-learning modules and facilitated training as 
detailed in the Compulsory Training programme.   
 
If you manage staff and/or volunteers it is your responsibility to ensure that your team are 
made aware of and understand the policies and procedures relevant to their work, and are 
compliant with compulsory training requirements. 

Information governance and confidentiality 
Employment by St Catherine's often involves access to personal information relating to 
patients, carers, staff, volunteers and supporters. This information is confidential and must 
not be disclosed to anybody, other than when acting in a official capacity.  Non authorised 
use, access of records or disclosure of personal or confidential information is a dismissible 
offence, and in the case of computerised information could result in prosecution for an 
offence or action for civil damages under the General Data Protection Regulation (GDPR) 
and the Data Protection Act 2018. 
 
Safeguarding and Mental Capacity Act 
All employees have a responsibility to safeguard and promote the welfare of adults, children 
and young adults. It is essential that all safeguarding concerns are recognised and acted on 
appropriately in line with the policies and training. You must ensure you always act in the 
best interests of any person lacking mental capacity.  
 
Health and Safety at Work Act 
You have personal responsibility to take care of your own health and safety and that of 
others who may be affected by your actions at work.  Ensure you observe the Health and 
Safety procedures, and carry out your work as instructed. 
  
Infection control  
All employees have personal responsibility for Infection Prevention and Control practice. You 
should ensure you are familiar with, and comply with, all relevant Infection Control policies 
and training for minimising the risk of avoidable ‘Health Care Associated Infection’. 

Conduct  
Employees are ambassadors for St Catherine's, each responsible for promoting, maintaining 
and upholding the reputation of St Catherine's at all times in line with our values. 



 

Person Specification 

Fundraising Insight and Database Officer 

Education, Qualification and Training 

Essential Desirable 

• Your career and education so far will mean that you are a 
confident and skilled communicator. 

• It would be great if you are educated to GCSE level C in 
English and Maths or equivalent 

• GDPR compliance training or 
equivalent demonstrable 
experience 

Knowledge, Skills, Ability and Experience 

Essential Desirable 

• At least 2 years’ experience of working with a contacts 
database (Raiser’s Edge or similar CRM) 

• Experience of producing marketing/ fundraising 
campaign selections 

• Good planning and organisational skills with the ability 
to multi-task, work on own initiative and prioritize 
effectively to meet deadlines. 

• Have effective problem-solving skills with the ability to 
make rational and sounds judgements based on 
consideration of complex data. 

• An understanding of the principles of Data Protection 
legislation 

• Experience of data capture of Gift Aid, supporter 
preferences and suppressions to give a better 
experience for the supporter 

• Excellent knowledge and experience of MS office, 
particularly Excel and Access 

• Excellent attention to detail and high levels of accuracy 

• Knowledge and understanding of GDPR and its relation 
to Fundraising 

• Can demonstrate an understanding of excellent donor 
care and how this might be demonstrated and delivered 

• You need to have excellent communication skills, both 
written and verbal with the ability to build relationships 
with people at all levels 

• Ability to develop and maintain effective and 
collaborative internal and external relationships 

• Excellent administration, organisational and time 
management skills 

• Ability to update and maintain database  

• Ability to report on income and expenditure 

 

• Experience of using Raiser's 
Edge. 

• Experience of working with 
volunteers 

• Experience of working in a 
Fundraising orientated 
environment would be helpful. 

 
 
 
 
 
 
 

 

Attitude and Behaviours 

Essential Desirable 

• Excellent organisation skills 

• Problem solver 

• Flexible and creative thinker able to spot opportunities 

• Experience speaking to 
bereaved supporters and 
an ability to demonstrate 
empathy and compassion 



 

• Collaborative and collegiate team member  

• Able to manage a variety of tasks or projects 

• Able to demonstrate and model St Catherine’s values  

• Flexible attitude to working hours and prepared to 
support St Catherine’s fundraising activities 

• Proactive self-starter  

• Sensitive to the needs to patients, families and donors. 

• professional and hard-working  

• Customer service oriented (e.g. confident and cheerful 
telephone manner.) 

• Attention to detail is key 

• Positive attitude 

• Ability to remain calm and pressure 

• Goal oriented 

• You should be highly numerate, with excellent written 
and verbal communication skills. 

 
 

throughout your work. 
• Willingness and desire to 

learn and develop new 
skills 

 


