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Job Description

Job Title:			Prospect Research and Database Officer

Team:				Development 

Reporting to:			Senior Manager, Development Business Operations
_________________________________________________________________________

1. Job purpose:

· To provide specialist expertise in prospect research, fundraising insight and database management for the Development team, supporting the achievement of Royal Museums Greenwich's fundraising objectives. The postholder will identify and assess philanthropic funding opportunities, provide analysis and performance information to inform fundraising activity and decision-making, monitor fundraising pipeline performance, and ensure fundraising systems, processes and data are managed effectively to maximise income generation and donor engagement.

2. Key responsibilities:

· Undertake fundraising research and prospecting, from public information sources and limited subscriptions to identify increasingly wide donor pools.
· Conduct wealth screening of existing donors to identify giving capacities and support income growth.
· Develop an in depth understanding of RMG activities and projects to assist and target research.
· Keep abreast of best practice research and prospecting through training, networks and forums.
· Carry out due diligences in line with agreed processes, enabling senior colleagues to assess opportunities and minimise organisational risk.
· Monitor prospect pipeline activity and work with fundraisers to ensure actions are recorded deadlines are met and fundraising is on track to achieve funding targets.
· Co-ordinate research carried out by volunteers and interns in the team, to ensure all information is of high quality and recorded correctly.
· Provide background briefing documents/profiles on individuals/companies attending meetings and events for use by fundraisers, Executive and Trustees/Ambassadors.
· Manage the fundraising database to support stakeholder management using high quality data.
· Generate reports and dashboards to ensure data supports strategic aims and can inform income forecasting and reporting.
· Respond to monthly information requests in support of finance functions such as direct debit and gift aid transactions and track income to ensure gift and pledged income is identified correctly within the database.
· Train the wider team to best use the database and support them with standardisation of processes and procedures to ensure data quality remains high and consistent.
· Apply good governance to data management, following data legislation and RMG data standards to ensure high data quality and ensure RMG is not exposed to unnecessary risk.
· Be the main point of contact with Blackbaud (creator of RE NXT) to respond to IT/security issues and developments and to be informed in product development updates.
· Monitor and coordinate regular data cleaning activities across the fundraising team to ensure data quality standards are maintained.
· Support the fundraising event programme where RE NXT plays a part in guest list creation, guest rsvp status, and guest registration.

3. Other responsibilities:
· Assist with the process of donor recognition to ensure donors are correctly recognised in line with their request and RMG’s policy.
· As part of a rota, present information about the Development team to RMG Inductees, familiarising colleagues with the fundraising function.
· Contribute to fundraising strategy formulation and policy development to help meet fundraising targets.
· Contribute to RMG’s CRM strategy development projects where they impact fundraising
· Ensure the database processes of core list data cleaning and event management are fit for purpose to deliver successful stakeholder events at RMG.
· Sustainability – ensure their ways of working meet the museums values around sustainability.
· Health and Safety – observe all Health and Safety rules and procedures as laid down and attend all relevant training as required.
· Equality, Diversity, and Inclusion (EDI) – build a departmental culture which values and promotes a positive attitude to Equality, Diversity, and Inclusion.
· Carry out any other duties when required.





Person Specification

Job title:		Prospect Research and Database Officer

Team:			Development
_________________________________________________________________________

Essential criteria:

· Experience of prospect research within a fundraising team.
· Educated to degree level or equivalent relevant professional experience.
· Experience of producing reports, dashboards and management information to support decision making. 
· Ability to manage competing priorities and deliver work to agreed deadlines
· Experience using integration and flow software, such as Power Automate.
· Experience using Microsoft 365 and Office. 
· Experience of working with fundraising and donor CRM systems such as Raiser’s Edge NXT
· Good understanding of data protection regulations.
· Excellent communication skills with the ability to upwardly manage.
· Excellent attention to detail and commitment to maintaining high levels of accuracy.
· Ability to build effective working relationships with colleagues and stakeholders at all levels.
· Experience of online giving process. 
· Strong problem solving skills with the ability to seek solutions.
· Ability to train and support colleagues in the effective use of systems, processes and data standards


Desirable criteria:

· Interest in the culture and heritage sector.
· Experience of operating in a donor stewardship environment.
· Demonstrates excellent interpersonal skills and a collaborative approach, with the flexibility to work occasional evenings and support fundraising events and other organisational activities as needed.
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