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 Job Description and Person Specification

Job Title:	Fundraising Database Assistant

Responsible to:	Database & Insight Manager

Location and hours:	London/Hybrid, Full-time (35 hours per week)


YMCA is the oldest and largest youth charity in the world, set up in England in 1844.  Over the years, it has evolved into a global movement helping more than 58 million people across 119 different countries.  

Across England & Wales, we run as a federation with 83 local YMCAs working independently to support young people to belong, contribute and thrive in their communities.  While YMCAs work and respond locally, YMCA England & Wales acts as the national council, supporting each local YMCA within our federation, enabling the development of national programmes and acting as a national voice with Government and decision-makers. 

YMCA focuses on young people, helping them to play an active and fulfilling role within their communities.  We also provide a wide range of community-based activities and services to help meet local needs wherever we are based.

The Database Assistant plays an important role in the Data, Insight and Supporter Experience (DISE) Team, which forms part of the wider Fundraising Team within YMCA England & Wales’ Income Generation Directorate. The Fundraising Team generates income at national and local levels and provides support and guidance to local YMCA organisations.

Job Purpose

The Fundraising Database Assistant supports the effective operation and maintenance of YMCA England & Wales’ supporter database, helping to ensure that the data it contains is accurate, reliable and up to date. By maintaining high standards of data quality and making information readily available, the role enables efficient fundraising operations, effective supporter engagement and informed decision-making.

The postholder will run scheduled data imports and exports, working closely with third-party partners and internal teams to ensure that data is processed accurately, securely and on time. They will also produce targeted data selections for fundraising and marketing campaigns and respond to ad hoc data requests by creating queries, lists and exports.

The role will carry out routine data quality checks, validation and cleansing activities, identifying recurring issues and escalating trends so that preventative action can be taken. Through this work, the Fundraising Database Assistant will help ensure that the database remains a trusted and effective resource for fundraising, reporting and organisational insight.






Key Duties and Responsibilities


Database Management

•	To import data from third parties into our Fundraising CRM in line with agreed schedules and process
•	To resolve data import issues and run spot checks to ensure data is loaded correctly
· To run schedule data exports to our third-party partners ensuring agreed deadlines and quality are met 
•	Run regular data integrity monitoring and clean-up work to ensure data is accurate in the CRM
•	Flag up any trends in data integrity issues to the Manager so preventative action can be taken
•	Support the team with setting up new users

Reporting & Data Selections

•	Produce segmented data selections to support marketing campaigns.
•	Validate and test data selections before deployment to ensure accuracy and relevance
•	Respond to ad hoc data requests by creating queries, lists and exports in Raiser’s Edge NXT.


Other tasks 
•	Act as the first point of contact for routine database queries, resolving straightforward issues and escalating more complex requests appropriately
· Support the team to keep database process guides, procedures and supporting documentation accurate and up to date.
•	Carry out other reasonable duties appropriate to the level and nature of the role, as directed by the line manager.


 

Person Specification

	Experience
	Essential
	Desirable

	· Previous experience working with CRM or database system
	Yes
	

	· Experience working with supporter, customer or donor data, ideally in a charity setting.
	
	Yes

	· Familiarity with data cleaning, importing and exporting procedures.
	
	Yes

	· Experience of importing, exporting, cleaning or validating data.
	
	Yes

	Skills and Competencies
	
	

	· Good working knowledge of Microsoft Excel, including the ability to sort, filter and check data.
	Yes
	

	· Strong attention to detail and commitment to data accuracy.
	Yes
	

	· Ability to follow documented processes consistently and complete scheduled work to agreed deadlines.
	Yes
	

	· Effective communication and willingness to support team members.
	Yes
	

	Attributes
	
	

	· Eager to learn and develop within a data and insight-focused role.
	Yes
	

	· Collaborative, proactive and able to manage workload with support.
	Yes
	

	· Commitment to YMCA’s mission and values, with the ability to work across departments.
	Yes
	

	Personal Qualities
	
	

	· Commitment to equality and valuing diversity and understanding of how this applies within the parameters of this post
	Yes
	

	· High level of self-awareness and commitment to own continued professional and personal development
	Yes
	

	· Able to respect the Christian ethos of the YMCA and uphold its values.
	Yes
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