Data Services Officer — Job Description (CRAFT Version)
Entry-level | Supporter Data & Operations | Warm, practical, people-centred

1. About the Role
This role is all about helping the charity keep its data organised, accurate and useful. You’ll be part of the team that keeps supporter records up to date, processes donations correctly, and makes sure everyone has the information they need to look after supporters well.
You don’t need to be an expert already — we’ll teach you the technical bits. What matters most is your attitude: steady, curious, patient, and ready to learn. If you like tidy spreadsheets, solving little puzzles, helping colleagues, and making things work better for everyone, you’ll feel right at home.

2. Where the Role Sits
You’ll join the Data & Fundraising Operations team — the engine room behind our fundraising and supporter care.
You’ll work closely with:
· Fundraising colleagues who rely on accurate data
· Finance colleagues who reconcile income
· The Database Manager, who’ll support your development
· External agencies who send us data
· Other early-career team mates learning the ropes alongside you
It’s a friendly, supportive environment. No question is too small.

3. What You’ll Do (Key Responsibilities)
A. Day-to-Day Data Handling
· Process supporter updates, new donations, event sign-ups and contact changes
· Keep records tidy, accurate and complete
· Carry out basic data quality checks (duplicates, missing info, formatting)
· Inspired by typical early-career duties from Senior Fundraising Ops DB Officer roles 
B. Supporting Colleagues
· Help fundraisers find the information they need
· Answer simple data queries and escalate the trickier ones
· Share updates when tasks are complete so everyone stays in sync
C. Imports, Exports & Basic Reporting
· Prepare spreadsheets so they import cleanly into the CRM
· Run simple exports for mailings or events
· Learn how to use tools like Power Query over time (we’ll train you)
D. Learning & Improving
· Take part in team training on data protection, processes and systems
· Suggest small improvements when you spot them
· Build confidence with CRM tools step by step

4. What Good Looks Like (Skills & Behaviours)
Soft Skills That Matter Most
These behaviours come straight from what the charity sector consistently values in early-career roles — across the Database Manager, Integration Officer and Ops roles you provided.
· Curiosity — you’re happy to ask “why?” and learn how things fit together
· Patience — you don’t rush; you take care with details
· Kindness & teamwork — you support colleagues and communicate clearly
· Ownership — you follow tasks through, even when they’re repetitive
· Calmness under pressure — you can juggle busy periods without panicking
Experience (Nice to Have, Not Essential)
· Some experience using Excel or Google Sheets
· Any experience keeping records organised (volunteering, uni projects, part-time jobs)
· An interest in data, operations, or problem-solving
· Understanding of privacy and handling personal information (we’ll teach this)
Technical Skills You’ll Develop With Us
· CRM systems (Salesforce, ThankQ, Raiser's Edge — whichever we use)
· Imports, batch processing and validation flows
· Power Query / Excel automation basics
· Data quality methods
· Supporter care and fundraising operations context

5. Practical Details
(You can fill this out based on the charity’s structure)
· Contract type
· Hours and flexible working options
· Salary range
· Location / hybrid working
· Benefits

6. How We’ll Support You
We know this might be your first or second job, so you won’t be expected to know everything from day one.
You’ll get:
· Structured training on systems and processes
· Regular check-ins and mentoring
· A safe space to ask questions
· Clear documentation and step-by-step guides
· Time each month for learning and career development
· Access to the CRAFT community for tools, templates and micro-training
We grow people, not just data.

7. How to Apply
A short CV will do — we know you might not have tons of experience yet.
Tell us why the role interests you and what you enjoy about problem-solving or organising information.
If you need adjustments or support during the recruitment process, just let us know.

