Amendment: Database Management & Organisational Data Practice (Small Charity Context)
Add this to an existing JD to clarify the data responsibilities
Database & Data Practice Responsibilities
Alongside your core duties, you will play a key role in helping the charity use its data well. In a smaller organisation, this means taking day-to-day ownership of our CRM system and helping colleagues build confidence with supporter data. You don’t need to do everything alone — but you’ll be the steady hand that keeps things organised and moving.
Your responsibilities will include:
· Maintaining the CRM so supporter records stay accurate, consistent and complete
· Processing updates, donations and information requests with care and attention
· Keeping data practices tidy — naming conventions, templates, workflows and shared processes
· Supporting colleagues to enter, find and use data correctly
· Spotting issues early (duplicates, missing fields, formatting problems) and helping resolve them
· Working with fundraising, digital and finance so selections, reports and reconciliations run smoothly
· Improving simple processes to save time and reduce errors
· Ensuring good data protection habits, including consent handling, retention and privacy
· Coordinating with external partners or suppliers where data needs to flow between systems
· Documenting key processes so knowledge doesn’t sit with one person
This reflects the realities shown in roles like Operations & Data Manager and Senior Fundraising Operations Database Officer — where a single role blends admin, CRM management, collaboration and best practice.

What Good Looks Like in a Smaller Charity
Working in a small charity means variety. You might be processing a batch of donations one morning, supporting a mailing the next, and helping refine a report later in the week.
The role suits someone who is:
· Practical and adaptable — happy switching between tasks as needed
· Organised and calm — keeps track of details without losing sight of the bigger picture
· Supportive and patient — colleagues rely on your steady guidance
· Proactive — notices opportunities to simplify and improve
· Responsible — handles personal data carefully and confidently
· Curious — enjoys learning how systems and processes fit together

Why It Matters
Good data practice helps us:
· Understand and nurture supporter relationships
· Run campaigns more efficiently
· Reconcile income accurately
· Meet our privacy and regulatory responsibilities
· Build the foundations for future growth
And in a small team, your influence is huge — you help shape how the whole organisation works with data.

Optional Add-On: “Database Management Allowance” Section
(Include if you want to acknowledge the extra responsibility clearly)
This role includes responsibility for maintaining our CRM and leading on good data practice across the organisation. We understand this requires care, judgement and specialist skills, so the postholder will receive dedicated training, support and protected time to carry out these duties well.

