Job Title: Data Services Executive / Data Specialist / Data Officer (mid-level)
1. About the Role
This role is for someone who’s already comfortable with CRM systems, supporter data and charity operations — and now wants to specialise. You’ll take on more responsibility, more autonomy, and become the “safe pair of hands” colleagues rely on.
Your work will help the charity run smoother campaigns, make better decisions, and treat supporters with care. You’ll balance day-to-day accuracy with deeper thinking: spotting patterns, improving processes, and shaping better ways of working.
We’ll support your development into whichever specialism fits your strengths: reporting, selections, or governance.

2. Shared Responsibilities (for all three tracks)
(Choose the ones that fit the post)
· Maintain accurate supporter records and manage routine imports/updates
· Troubleshoot CRM issues and provide user support
· Build strong working relationships with fundraising, digital and finance
· Help improve processes and documentation
· Support data protection compliance and responsible data handling
· Deliver small improvement projects with guidance from the Database Manager
· Mentor or support junior team members as needed
· Share knowledge calmly and clearly across the organisation
These reflect the common expectations across mid-level roles you provided, especially in operations and insights posts like:
· Senior Fundraising Ops Database Officer 
· Senior Data Insights Manager (working across systems/processes) 
· Database Manager responsibilities at a smaller charity (versatile, hands-on) 

3. Choose Your Specialism (three optional tracks)
Below are three boilerplate versions you can plug into a job description depending on the path you want the role to take.

OPTION A — Reporting & Analytics Specialist
For people who love patterns, visuals, dashboards, and stories in the data.
Purpose of the Specialism
Help teams understand performance and make better decisions by turning supporter data into clear, meaningful insight.
Additional Responsibilities
· Develop and maintain regular reports and dashboards (e.g. Power BI, Tableau, Excel)
· Run trend analysis, supporter behaviour insight, income reporting, and campaign performance reviews
· Build and refine SQL queries or CRM reports
· Translate complex findings into simple explanations for non-technical colleagues
· Feed insight into fundraising planning, testing strategies and forecasting
· Inspired by Senior Data Insights Manager duties around segmentation, testing and reporting 
Ideal Profile
Someone who’s naturally curious, enjoys spotting patterns, and can tell a clear story with data.

OPTION B — Mailing Selections & Campaign Data Specialist
For people who love the precision of getting the right message to the right supporters.
Purpose of the Specialism
Ensure campaigns reach exactly the right audiences through accurate, timely data selections and segmentation.
Additional Responsibilities
· Build supporter selections for mailings, email journeys, and campaigns
· Define segmentation rules with fundraisers and deliver counts/volumes
· Maintain selection templates, suppression rules, and test/control groups
· Ensure GDPR, preference centre data and channel permissions are applied correctly
· Support import/export flows for agencies and mail houses
· Track campaign performance and contribute learnings to future planning
· Draws closely on responsibilities in the Senior Fundraising Ops Database Officer role (selections, imports, quality checks) 
Ideal Profile
Someone accurate, calm, loves tidy logic, and enjoys being the quiet precision behind great supporter experiences.

OPTION C — Data Governance & Quality Specialist
For people who care about structure, consistency, and doing things properly.
Purpose of the Specialism
Improve the organisation’s confidence in its data by embedding good governance, quality controls, and responsible data use.
Additional Responsibilities
· Monitor and report on data quality (completeness, accuracy, duplicates, formatting issues)
· Lead cleansing projects and support system migrations or upgrades
· Maintain data standards, naming conventions, and process documentation
· Promote consistent data entry practices and deliver short training sessions
· Support GDPR, retention schedules, and data protection best practice
· Help build a culture of responsible and confident data use
· Reflecting duties from Data Governance Lead (frameworks, literacy, policy) 
Ideal Profile
Someone methodical, structured, enjoys organising chaos, and likes helping teams find simpler, better ways of working.

4. Skills & Behaviours (mid-level)
These sit across all tracks.
Core Skills
· Good working knowledge of at least one CRM (e.g. Salesforce, RE, Engaging Networks, ThankQ)
· Strong Excel/Power Query skills
· Understanding of supporter journeys and fundraising processes
· Ability to explain technical concepts simply to colleagues
· Experience managing imports/exports and data quality checks
· Comfortable prioritising and balancing deadlines (sector-wide expectation across mid-level roles)
Behaviours
· Friendly, patient and collaborative
· Calm under pressure — especially around campaign deadlines
· Thoughtful — considers the impact of every data decision
· Willing to challenge gently when something doesn’t look right
· Curious about how things could work better
· Keen to grow into a specialist, not just “do the tasks”

5. Support & Development (CRAFT-style)
· A personal development plan tailored to the chosen specialism
· Access to CRAFT templates and tools
· Peer learning sessions with other data specialists
· Time each month for training or experimentation
· Clear career pathway: Exec → Specialist → Manager

6. How to Apply
A CV and short statement is perfect. Tell us which of the three specialisms excites you and why.

