[image: image1.jpg]



DATABASE MANAGER
	1.  JOB IDENTIFICATION

	Job Title: Database Manager
Responsible to: Head of Fundraising
Department(s): Finance
Directorate: 
Operating Division: Edinburgh & Lothians Health Foundation
Job Reference: L-FINELHF-DM
No of Job Holders: One
Last Update: November 2020

	2.  JOB PURPOSE

	To lead on the development, maintenance and operation of the supporter Customer Relationship Management (CRM) database, which underpins a positive experience for all supporters. 
To be responsible for all the supporter data including general recording, coding, testing, reporting, monitoring donations, tracking supporter relationships and communications, segmenting data for targeted appeals and communications.  
To lead on the co-ordination of data entry, management and analysis for the fundraising team, ensuring that legal obligations and quality standards in data handling are observed.  
Working with the finance team to ensure accurate reconciliation of all voluntary income. 

	3. DIMENSIONS

	Staffing Responsibilities: 

There are no line management responsibilities.  This post is responsible for managing relationships with external agencies and providers (currently Harlequin CRM).  
Training responsibilities:

Provide regular training, advice and updates to database users, fundraising and other team colleagues/office volunteers in the use of the supporter database, data management and data protection.
Financial Responsibilities: 

The post has no income target responsibilities, however the postholder will manage the security of the supporter database of ~30,000 entries, valued currently at c. £2m/yr. 
The postholder is employed within NHS Lothian and there may be a requirement to work flexibly across Lothian to meet service demands.


	4.  ORGANISATIONAL POSITION

	



	5.   ROLE OF DEPARTMENT

	Edinburgh and Lothian Health Foundation is a registered charity which is regulated by the Office of Scottish Charity Regulators (OSCR).  The Foundation Office provides a comprehensive endowment management and administration service to NHS Lothian. 

Specifically:

Guide and support the Foundation trustees to meet regulatory requirements of OSCR.

Provide to the Trustees the financial information required for effective and appropriate decision-making, procuring expert advice and guidance where necessary.

Provide to the Foundation Director a comprehensive endowment management and administration service.

Provide to the Fund Stewards a quality endowment management, guidance and administration service.

Provide a quality grant pathway from initial enquiry to file closure.

On behalf of NHS Lothian Board manage the Arts in Health and Wellbeing Strategy.
Raise funds through a quality, customer-focused total development fundraising plan.

	6.  KEY RESULT AREAS

	1. Develop and deliver the supporter database operational strategy including data policy guidelines and framework, ensuring data management across the organisation meets best practice.
2. On an ongoing basis responsible for planning and managing data requirements for several different fundraising workstreams to ensure that robust data and data analysis are provided., working with fundraisers to determine needs. 
3. Responsible for ensuring delivery of database improvement projects e.g. duplicate records. 
4. Responsible for maintaining the structure and integrity of the supporter database (Harlequin), including general maintenance and regular data validation and quality checks. 

5. Collecting and managing supporter data in line with relevant legislation and best practice. 
6. Responsible for delivery of database user training (fundraising team), including the coordination and ongoing development of the users/procedural manual.
7. Designing and running all database queries, analysis, segmentations and reports, and managing database imports and exports (eg JustGiving, Wi-Fi Spark, Mailchimp).
8. Record daily voluntary income across multiple channels on the database (eg online giving, direct debits, cash and cheques).
9. Run daily donation and finance reports and reconcile income, liaising with finance colleagues to reconcile income with other software (eg eFinancials).

10. Proactively monitor GDPR guidelines identifying any changes to the legislation, assessing implications to ensure adherence to the input, management, processing of data, escalating and making recommendations for change as required. 
11. To work with fundraisers to ensure that the database meets all data requirements which may include making modifications and technical changes to design, developing reports and supporting interpretation of analysis of data to ensure it provides the information required e.g. success or otherwise of a campaign.

12. Key contact in liaising with Harlequin Software Ltd, providing internal escalation point for database/technical issues, security profiles and access requests for other users.
13. Ensure compliance with all relevant legislation including the Charities Act and Data Protection

14. Contribute to the Fundraising Team’s annual budgets, targets and plans as agreed by the Head of Fundraising and contribute to the planning process for database management and deployment.

15. Work with the Head of Fundraising and all team colleagues with updates through regular team meetings, ensuring that all activities are reported and seeking necessary support when greater resources are required.  Share new ideas for potential improvement or opportunities.

16. Attend and support activities and events as part of the wider fundraising team. 
17. Support NHS Lothian’s values of quality, teamwork, care and compassion, dignity and respect, and openness, honesty and responsibility through the application of appropriate behaviours and attitudes

	7a. EQUIPMENT AND MACHINERY

	Essential user of Personal Computer and networked systems within NHS Lothian. Use of office equipment: PC, photocopier, printer/scanner, telephone and smartphone.

Note: New equipment may be introduced as the organisation and technology develops, however training will be provided.

	7b.  SYSTEMS

	Frequent day-to-day user of MS Office suite of software including Excel, Word, Outlook, PowerPoint and Project including the internet and social media.

Use of Customer Relationship Management (CRM) systems such as Harlequin. 
Note: New systems may be introduced as the organisation and technology develops, however training will be provided.

	8. ASSIGNMENT AND REVIEW OF WORK

	As lead for fundraising data management for the Foundation expected to manage objectives and workload autonomously. 

Objectives will be agreed annually with the Head of Fundraising.  The post holder is responsible for ensuring delivery of those objectives within the obligations of the post.  Formal review will take place at mid-year and year-end. Update of objectives and review of progress will also take place through regular 1:1 meetings with the Head of Fundraising. 

The day to day work of this post is self-directed in order to support delivery of the organisational strategic plans. Workload management is the responsibility of the post holder.  The post holder is required to prioritise workload to ensure all the demands of the organisation are understood and all necessary deadlines are met. 

The post holder’s work will also be informed by activities and enquiries arising from external enquiries and opportunities.  In addition, ad hoc assignments may be requested. 



	9.  DECISIONS AND JUDGEMENTS

	Required to develop and produce targets and KPIs for database activities, such as data imports, regular data cleansing, segmenting (for mailings), Gift Aid declaration, attrition rates, undertaking complex data analysis and interpretation, to support fundraising colleagues delivering to their own targets and KPIs (through good data management) and input into the Fundraising report for Trustees and Committees and other internal reports.
Required to work autonomously, guided by sector policy, regulations and best practice and taking into account agreed departmental and organisational strategic priorities, interpreting how these apply to work e.g. data protection legislation.


	10.  MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	Knowing and understanding the business of the Foundation and its complex interrelationship with NHS Lothian and other connected charities, and the broader voluntary sector and competitive fundraising landscape. 

Proactively developing and then maintaining the supporter database to meet the needs of the fundraising team to achieve the organisational objectives.

Managing data validation and quality, across both internal data entry and data imports from external sources.

	11.  COMMUNICATIONS AND RELATIONSHIPS

	The postholder will be required to maintain key relationships and effective communication with a range of individuals and agencies. 

Communication will need to be appropriate and flexible to meet the requirements of the recipient(s), including written reports, data exports and queries, etc. 
The information being communicated may often be complex: database queries, analysis, segmentations, data imports and exports, to be conveyed in a clear and concise manner for non-technical audiences.  It will be communicated in order to enable colleagues to raise funds. 
Examples of key relationships include: 

Internal: 

ELHF colleagues (about fundraising activity and donor support).
Specific Fund Stewards (about donors supporting Specific Funds).
External: 

Fundraisers and donors (about mailing preferences, gift aid, donations).
Volunteers  (about involvement with fundraising).
External agencies / suppliers such as Harlequin Software Ltd.

	12. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	Physical:

On a regular basis sit at a desk using a PC/laptop for long periods of time inputting data and preparing data queries, reports and exports.

Mental:

Prolonged concentration is frequently required eg processing highly complex and sensitive data and communicating with colleagues. 
Required to translate complex and sometimes technical information or jargon into easily understandable layman’s terms. 

Multi-tasking is required, with interruptions from telephone, colleagues and email.
Need to reprioritise work and react to incoming enquiries whilst working to fixed deadlines. 
Emotional:

Managing expectations of internal and external stakeholders. 

Occasionally being exposed to sensitive information and communicating with donors, grateful patients, family members and supporters who may be emotional or distressed (for example where donations are recorded in memory of a relative)

Environmental:

Frequently spends long periods of time using a PC/laptop and Visual Display Unit (VDU) screen.

	13.  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	Educated to degree level in a relevant subject plus relevant experience in a fundraising or marketing environment e.g. database management and marketing.
Membership of the Chartered Institute of Fundraising.
Knowledge of Fundraising Regulator’s Code of Fundraising Practice and other relevant legislation e.g. Health and Safety.
Full knowledge of and experience of working within the General Data Protection Regulations 

PLUS:

Extensive professional experience managing CRM databases (ideally Harlequin, but also Raisers Edge, ThankQ or similar)

Specialist  experience designing complex database queries and reports and run large database imports/exports. 
Experience communicating complex data, analysis or technical information to non-experts. 

Strong IT skills and experience of MS Office and in particular to advanced level in Excel.
.
Experience in providing data segmentation to support printed Direct Mail and digital communications (eg eNewsletters).
Experience of processing Gift Aid, Direct Debit, GAYE claims, bulk email (eg Mailchimp) export / imports, JustGiving or other online giving platforms, WorldPay or other payment system. 

Strong planning and organisational skills to manage several projects and timescales, bringing a fine attention to detail. 
Proactive in keeping up to date with new technologies and platforms.

	14.  JOB DESCRIPTION AGREEMENT

	A separate job description will need to be signed off by each job holder to whom the job description applies.

Job Holder’s Signature:

Head of Department Signature:   
	Date:
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