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JOB DESCRIPTION





Job title:

Marketing Database Coordinator

Reports to:

Database Manager
Department:

Marketing

Location:

Oxfam New Zealand Auckland office

Responsible for:
Database volunteers and interns
BACKGROUND
Oxfam New Zealand (ONZ) is an international development organisation affiliated to Oxfam International.  We believe that in a world rich in resources, poverty is an injustice that needs to be addressed. We seek to assist families and communities in the Pacific and South-east Asia to help themselves out of poverty.  

This role sits within ONZ’s marketing department which currently consists of five functional areas: partnerships & relationship development, direct marketing, supporter relations, events, relationship marketing and marketing database. 

The Marketing Database team currently comprises a Database Manager, Marketing Database Coordinator, Data Processing Officer and a part time Data Entry Operator, as well as interns and volunteers as required.  The primary role of this team is to implement the organisation’s data strategy together with providing donors insight using a range of tools and techniques. The key objective is also to deliver a database with a robust structure and high data integrity therefore improving return on investment and increasing response.

JOB PURPOSE
Be responsible for ensuring the sustainability and on-going integrity of the ONZ supporter database, Raiser’s Edge. Provide Raiser’s Edge user support, advice and assistance to members of the Supporter Relations team and other teams within the marketing department, online communications and campaigns teams.  This includes providing reliable data for supporter contact and analysis, developing and supporting simple data integration tool using MS Access & providing other assistance as  necessary to help ensure fundraising targets are achieved. 
PRIMARY Responsibilities

User support and project management
1. Provide ongoing support and advice to current Raiser’s Edge users and basic orientation training to new users.
2. Manage database-related campaign or product projects to ensure smooth data integration systems within ONZ . eg: Oxfam Unwrapped campaign, Oxfam biggest Coffee Break, campaign and advocacy sign up.

3. Be responsible for data selection from Raisers’ Edge for e-Communications sent out and update changes back into the supporter database.
4. Support the Events team with participant data management at the annual Oxfam Trailwalker event held in Taupo. This involves: 

· Preparing data for export from Raiser’s Edge and import into the event registration and timing database.

· Creating and maintaining data management procedures for registration and timing purposes.

· Overseeing registration data entry & data changes, and monitoring data integrity at the event.

· Assisting with database preparation & data import on to timing laptops used at the event.

· Fulfilling event control centre shifts as Results & Timings Coordinator.

· Troubleshooting data anomalies during the event as required.

· Coordinating the upload of data changes from event registration & timing database to Raiser’s Edge post event.

5. Write/enhance current systems using Visual Basic Application macros as part of the development of Raisers’ Edge software to improve usability and produce more streamlined processes. e.g. write/modify systems for data integration into Raisers’ Edge
Database maintenance

6. Be responsible for maintaining high standards of data quality on Raiser’s Edge. This involves regularly performing data integrity checks and rectifying any issues identified, as well as advising those responsible with regards to the actions that need to be taken.

7. Liaise with other departments to ensure optimum data capture and organisation/ collection of relevant information in Raiser’s Edge.

8. Set up and enhance data processing systems for Raiser’s Edge, including data import and export to and from the system.

9. Manage the documentation of activity specific instructions and requirements for data entry in Raisers’ Edge.

Other

10. Produce reports, analysis and undertake data selections as requested by the Database Manager, or members of the wider marketing team and staff from other departments that are in line with the scope of role.

11. Administer and maintain all e-communication systems that are reliant on information from Raiser’s Edge.

12. Liaise with third party software suppliers e.g. Blackbaud Pacific, QAS, Dataright, etc. when troubleshooting on software issues or problems as required.
13. Assist the Database Manager, with any other tasks or duties that are in keeping with the scope of the role.
14. Supervise and/or support temporary database processing staff, interns and volunteers that may be required from time to time.

COMPETENCIES

Qualifications, knowledge and experience

· A relevant degree/ database qualification or equivalent experience
· Prior relevant work experience, including experience in database roles
· Sound knowledge and understanding of relational database environments

· Experience of using/supporting large databases, including complex database queries and use of pivot tables 
· Experience and/or good working knowledge of the Raiser’s Edge database is preferred

· Good experience of MS Excel and MS Access applications. MS Access2003/2007 experience is preferred
· Experience of SQL and VBA programming skill will be an advantage
· Experience of handling confidential personal information
· Experience of presenting to and/or training others 
· Experience of working in a database marketing environment (advantage)
· Knowledge of fundraising techniques would be an advantage
Professional skills

· Strong numeracy skills

· Good presentation skills
· Ability to explain technical information in layman’s terms
· Proven competence in Microsoft Office applications, including advanced skills in MS Excel and Access
· Visual Basic programming skills

· Project management and planning skills

· Excellent administration skills

Personal Attributes

· Good attention to detail

· Ability to prioritise

· Good time management and organisational skills
· Excellent communication skills 

· People orientated and a strong team player 
· Ability to establish and maintain effective working relationships

· Reliable, confident and mature

· Ability to take the initiative and undertake multiple tasks
· Committed to the ideals and values of Oxfam

HOURS
Some out of hours working or weekend work may be required on occasion for which appropriate time off in lieu (TOIL) will be awarded. 

TRAVEL

Some travel within New Zealand may be required from time to time.
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