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Job Description
	Job title:
	Database Assistant 

	Department:
	Development & Alumni Relations (DDAR)

	Salary:
	Grade 4

	Responsible to:
	Database Manager

	Responsible for:
	Casual Clerical Assistants

	Location:
	East Building 2.2


	Purpose of the job:

	The success of the University’s fundraising and alumni relations activities is dependent on the quality and accuracy of the Raiser’s Edge Database, which holds over 138,000 records of alumni, donors, honorary graduates and other contacts of the University.  This database is also a resource for the wider university, providing information for both academic and professional services departments, such as the Careers Service, International Relations Office and Office of the University Secretary.

The Database Assistant, reporting to the Database Manager, is responsible for capturing and updating information on the University’s graduates and supporters and will help to maintain the completeness, integrity and consistency of the information on the Raiser’s Edge Database.  The post holder will also respond to diverse information requests from alumni, academic members of staff and members of the Department of Development & Alumni Relations (DDAR), running queries and reports from the Database as necessary.




	Duties and Responsibilities:

	Alumni, student and donor records
· Update the Raiser’s Edge database, with contact, business details, and a wide range of information provided by alumni, honorary graduates, students, friends and donors to the University.  For example, information may include: membership of alumni overseas chapters; alumni participation in volunteering and mentoring programmes; membership of Students’ Union clubs and societies; correspondence with alumni, donors and stakeholders. Information is captured from a variety of sources including hard copy update forms, electronic submissions, and online platforms.
· Update information on current students with whom DDAR has contact, for example: recording placement destinations, recipients of scholarships, and academic prizes.
· Regularly liaise with other departments that hold information on alumni, students and friends of the University to obtain their data, and import new information into the Raiser’s Edge database in a timely and consistent manner e.g. liaise with Careers Service for DHLE survey (graduate employment) data and with the Office of the University Secretary for details of new Court and Council members.
· Process returned mail and interrogate Net Community (Alumni online community) for e-mail bounce-backs, import data files to flag invalid addresses. 
· Find new contact details for alumni and friends with whom the University has lost touch (by consulting resources such as the electoral roll), identifying and prioritising key stakeholders with whom the University wishes to re-connect.  Send welcome letters as appropriate.

· Process donations, entering all gift details onto Raiser’s Edge, filing and copying all relevant paperwork. Deputise for Database Manager when necessary in processing the online direct debit and credit card collections and globally add gift details to Raiser’s Edge.
· Run regular data audits to identify and correct inaccuracies and inconsistencies in data entry; globally update Raiser’s Edge to record mass communication with alumni e.g. mailing of BA2 magazine, invitations to DDAR and University events; export and import large data sets from Raiser’s Edge (ie. in preparation for mailing of alumni magazine, importing new graduate data from student database).
· Import information from Bath Connection (online mentoring platform with approximately 2,000 users) onto Raiser’s Edge, capturing new business information and ensuring that alumni volunteers are flagged on the database so that they can be acknowledged appropriately. Export information gathered during telephone campaigns from Smarteezie (telethon database), prepare data files for importing into Raiser’s Edge, capturing new contact details and other information.  Liaise with software suppliers to resolve data related problems.
· Be the main point of contact for any BathMail enquiries (an email account available to alumni with over 24,000 accounts at present), liaising with Computing Services and/or Google, conveying any necessary technical or complex information back to our alumni and other DDAR/university staff.

· Be responsible for the setup/removal of DDAR staff user accounts on the Raiser’s Edge database and the Bath Alumni online platform.

· On a monthly basis, reconcile the bank statements of the Alumni Fund and University of Bath Foundation (US) bank accounts with donation information recorded on the Raiser’s Edge database. 
· Complete annual audit checks of Gift Aid Declaration documentation, ensuring consistency across paper and electronic storage.

· Periodically review data entry Policy and Procedure documentation, updating it as necessary.
· Provide training and supervision for casual clerical assistants who may be employed to update Raiser’s Edge at peak times or in support of short-term data capture projects.
Enquiry management
· Assist with the management of the alumni inbox, prioritising diverse routine and non-routine enquiries, directing them if necessary to members of relevant Academic/Professional Services departments.  Alert members of DDAR to any requests or comments requiring their attention.
· Respond to information requests from Academic Departments e.g. producing reports on alumni by subject of study/department/graduating class with current employment details.
· Assist members of DDAR in creating a range of queries and exports from Raiser’s Edge.
Additional requirements of the job
· Participate in any relevant training course which the Director of Development & Alumni Relations considers relevant to the duties of the post and/or the needs of the postholder as agreed through the Staff Development and Performance Review process.
· The need to maintain strict confidentiality when dealing with personal and sensitive information.

· Willingness to be flexible over working hours when required 
Internal and external relationships
· Daily contact with staff in the Department of Development and Alumni Relations.

· Regular contact with alumni, donors, friends of the University and current students.
· Contact with external companies that provide alternative software solutions and data enhancement services. 

 

	


Person Specification

	Qualifications
	Essential
	Desirable
	Assessed by 

	
	
	
	A
	I
	T

	CLAiTPlus International /ECDL extra qualification or at least one year’s relevant experience
	(
	
	(
	
	

	5 GCSEs at grade A-C, including English Language  and Mathematics


	(
	
	(
	
	

	Two A-Levels at grade A-C or equivalent


	(
	
	(
	
	

	Degree
	
	(
	(
	
	


	Experience and Knowledge
	Essential
	Desirable
	Assessed by 

	
	
	
	A
	I
	T

	A minimum of one year’s relevant experience working with a relational database, updating records, maintaining and improving accuracy of information and running diverse reports and queries  


	(
	
	(
	(
	(

	At least one year’s experience working in a role responding to a range of enquiries from colleagues and external stakeholders


	(
	
	(
	(
	

	Sound knowledge of Microsoft Office products, particularly Excel, and experience of manipulating data


	(
	
	(
	(
	(

	Previous experience in a fundraising, marketing or similar office environment
	
	(
	(
	(
	


	Skills
	Essential
	Desirable
	Assessed by 

	
	
	
	A
	I
	T

	Excellent attention to detail and the ability to maintain accuracy while working under pressure
	(
	
	(
	
	(

	Ability to prioritise and manage a diverse workload in order to meet strict deadlines 


	(
	
	(
	(
	

	Ability to respond to information requests from alumni and colleagues with a friendly, helpful and professional approach


	(
	
	(
	(
	

	Ability to work on own initiative and as part of a team as required


	(
	
	(
	(
	

	Sound knowledge of social media 


	(
	
	(
	(
	


	Attributes
	Essential
	Desirable
	Assessed by 

	
	
	
	A
	I
	T

	Self-motivated with a positive approach and an enthusiasm for learning new skills

	(
	
	(
	(
	

	Ability to deal with confidential matters and act with discretion


	(
	
	(
	(
	

	Capable of remaining calm and effective under pressure


	(
	
	(
	(
	(

	Willingness to be flexible over working hours when required
	(
	
	
	(
	


	Effective Behaviours Framework
The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:

Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.

  

	Delivering excellent service:

Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.

  

	Finding innovative solutions:

Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.

  

	Embracing change:

Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.

 

	Using resources:

Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.



	Engaging with the big picture:

Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.

  

	Developing self and others:

Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.

  

	Working with people:

Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 

  

	Achieving results:

Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria. 
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