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Role description
· Salary: Grade F
· Location: Bristol hybrid
· Line manager: Database and Insight Manager
· Department / Team: Strategy and Engagement / Fundraising and Supporter Engagement
Role summary
You will take responsibility for the administration of financial transactions from a variety of internal and external sources. In this role you will take the lead on import processes, working with stakeholders to ensure requirements are captured, tested and reviewed. As the fundraising activities evolve you will need excellent attention to detail, ensuring changes to import files are updated in system settings and documentation is updated. You will be responsible for running and developing routine data cleaning processes, completing data audits and producing reporting on data integrity. You will advise stakeholders on issues and make recommendations.

Additionally, you will manage the shared inbox, assigning tasks for the team and being the first point of call for all database queries, undertaking database user training and developing training materials, so you will need excellent communication skills.





Key responsibilities
1. Management of Regular Giving instructions within Donorflex, with key responsibility for setting up new direct debit instructions with BACS, action BACS reports for cancellations and amendments and ensuring collections and reconciliation processes are maintained.
2. Management of Gift Aid processing and audits.
3. Execute and develop data imports from various platforms, ensuring accuracy of data, monitoring and reconciliation. Ensuring income is accurately coded and processed. Liaise with third party suppliers and internal stakeholders ensuring data specifications and transfer routines are tested and adhered to. Ensuring regular data transfers are audited to maintain accuracy.
4. Produce reporting on data integrity, running routines data audits, investigating issues and making recommendations to stakeholders on correction and reduction.
5. Undertake regular data cleansing and deduplication, in-house and externally contracted.
6. Develop new processes and improve existing ones to ensure management of the database and all financial processes are efficient.
7. Manage onboarding of new Donorflex users. Providing training, creating training materials and managing user permissions.
8. Manage a shared inbox, delegating team tasks and be first point of call for all database queries.
9. Support the wider Fundraising and Supporter Engagement team with data selection reviews and peer review insight documents






Person specification
Specific qualifications or experience required
· Proven experienced in working with customer relationship management (CRM) systems
· Experience of processing direct debits, financial information
· Experience of importing/exporting data using different criteria and rules
Specific/technical knowledge required
· Good experience and knowledge of applicable legislation and ethical codes of practice, BACs, Gift Aid
· Information Security, working knowledge of data regulations, GDPR and PECR
· Excellent IT skills
· Experience of handling different data sets
Skills and abilities
· Able to work accurately with high attention to detail
· Seek ways to improve the efficiency and effectiveness of existing working practices and processes
· Able to independently problem solve
· Able to produce reports on datasets and create visualisations
· Delivering training, producing materials for training or creating process documents
· Ability to collaborate with a broad range of colleagues 
· Ability to prioritise workload effectively and manage time efficiently 
· High level of computer literacy - in particular skilled in the use of SQL and Power Bi

This document does not form part of the contract of employment but does outline our expectations. If we need to amend this document in the future we will consult with the post holder before doing so. 
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