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Job Description 
job ref: V222 

Research and Database Fundraising Officer 

Volunteering Matters has been leading UK volunteering in policy and practice for more than 50 
years. We know, through years of successful work, that investing in people through the power of 
volunteering makes a tangible difference to the volunteer, the beneficiary and society as a whole. 
Our volunteer programmes help to improve health and wellbeing; build stronger, more inclusive 
communities; and achieve lasting results. 

We believe that everyone can play a role in their community and should have the chance to 
participate; we build projects and programmes to reflect this. We focus on the needs of four distinct 
communities; young people, disabled people, families and older people. 

In order to continue our vital work, we need to increase our voluntary income and develop ongoing 
positive relationships with our supporters. To help us achieve this we have a new opportunity for a 
Research and Database Officer to join our growing Income Generation team. With a proven track 
record of researching prospective targets and managing databases, the ideal candidate will be highly 
organised and proficient in data management. 

Purpose of the role 

The purpose of the role is to provide vital research and data management support to the busy 
Income Generation Team, working collaboratively across the organisation.   

You will be highly organised with a process driven approach and be able to develop excellent 
working relationships with colleagues across the charity. You will be experienced in database 
management, including generating and managing reports. Your attention to detail will help ensure 
that the team maintains the highest professional standards at all time, with particular attention to 
GDPR and Gift Aid requirements. You will be diplomatic, resilient and mindful of the need to 
maintain excellent links with current and prospective partners at all times. 

Accountability: The post holder will report to the Partnerships and Fundraising Manager 

Key Responsibilities: 

 Manage and maintain the fundraising database (Raiser’s Edge) including importing and exporting 
data and running reports 

 Support non fundraising staff to ensure timely completion and update of all opportunities 

 Ensure data is up-to-date and compliant with our data protection policy 

 Create a user guide for the database and ensure that relevant staff are trained to use the 
database 

 Undertake prospect research to expand and refresh information about supporters, donors and 
influencers 

 Manage due diligence on potential and current supporters 

 Respond to phone calls and correspondence as required 
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 Assist in the compilation and preparation of reports, including board reports, presentations and 
other written documents to funders. 

 Arrange meetings and help with the co-ordination of fundraising events for team members, 
partners and donors 

 Ensure effective co-ordination and communication with other teams within the organisation 

 Any other reasonable duties to support the wider Income Generation Team 
 

Experience/Skills and attributes: 
Essential: 
 

The job description gives an outline of key duties and is not intended to be an exhaustive list. The 

post holder may be asked from time to time to take on other responsibilities as reasonably 

requested by their line manager.   

Volunteering Matters is committed to Equal Opportunities.  As users of the disability symbol we 

guarantee to interview all disabled applicants who meet the minimum criteria for vacancies 

If we have not contacted you again by the interview date it means that on this occasion we are 

unable to take your application further. 

 

 Experience of managing a fundraising CRM database, ideally Raiser’s Edge 

 Experience of analysing and presenting data to a variety of audiences 

 An understanding of requirements around data compliance 

 Accurate data handling with attention to detail 

 Excellent organisational skills 

 Excellent written skills 

 Ability to organise own workload and to work under pressure and to deadlines 

 Methodical and organised approach to task management 

 Strong communication and interpersonal skills and ability to deal confidently with colleagues and 

others at all levels 

 Ability to suggest solutions to problems and to develop new systems and/or improve existing 

systems 

 Ability to work effectively as part of a team 

Desirable 

 Experience of implementing new CRM processes and systems 
 Good project management skills 
 Experience developing fundraising database training 
 Experience in training and supporting staff in database use 
 Knowledge of writing reports for fundraising purposes  


