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AMREF UK
JOB DESCRIPTION

	Title:                                              
	Database Marketing Executive

	Responsible to:                            
	Individual Giving Manager

	Responsible for:                           
	Interns and Volunteers

	Key Relationships: 	
	Director of Fundraising and Communications
Communications Manager 
Finance Officer

	Salary & Contract: 	                      
	Up to £25,500 depending on experience
Permanent, full time

	Location:                                       
	Fetter Lane, London


                
                                                        
                                               









I. The Organisation

The African Medical and Research Foundation (AMREF) is Africa’s leading health development organisation working to achieve better health for Africa. AMREF is headquartered in Nairobi and has country offices in Kenya, Tanzania, Uganda, Ethiopia, South Sudan, South Africa and Senegal. 

AMREF UK supports AMREF in Africa to achieve its strategic goals and is composed of three departments: Fundraising and Communications, Programmes and Advocacy and Finance and Administration. 

AMREF UK’s Fundraising and Communications team exists to: 

1. Raise income to support the work of AMREF UK and the work of AMREF in Africa
2. Raise the profile of AMREF as a unique African organisation and our work in Africa to the UK public and key identified audiences where we have best synergy for maximum impact
3. Work across the One AMREF global structure to ensure that all opportunities are maximised, learning shared, and we play to our strengths in order to have greater impact for the people of Africa whom AMREF exists to serve

AMREF UK’s Individual Giving Strategy:

The Individual Giving team at AMREF UK is a key part of the Fundraising and Communications team, and has a high profile and level of responsibility. As we move forward, with a new global governance structure for AMREF and an even stronger focus on ‘unrestricted’ income, this prominence is increasing. This role offers a great opportunity to work within a small, dynamic and passionate team of fundraisers, in an international development charity, at an exciting time for the Individual Giving team. 

The successful candidate will be well organised, with a systematic approach to their work and have excellent attention to detail. They will be confident in using databases, manipulating data, producing pertinent reports and analysing results. The majority of this post’s time will be spent on database management, including data entry, manipulation of data and detailed reporting and analysis. 

The successful candidate will have an interest in digital marketing and online fundraising methods and tools. They will be proactive in improving systems and processes, and use their initiative. They will have a passion for African health.  



II. Principal Functions

Under the guidance of the Individual Giving Manager (IGM), the Database Marketing Executive is responsible for the following areas: 

1. Reporting and analysis, and financial reconciliation. 
· Produce monthly income, expenditure and attrition reports. 
· Produce quarterly income and activity reports, including ROI and attrition. 
· Produce campaign analysis reports to measure performance against objectives and budgets, in order to make recommendations and to inform future activities. 
· Monitor individual giving income and expenditure budgets, update the individual giving forecast spreadsheet and assist IGM with quarterly reforecasting.  
· Liaise between fundraising and communications team and finance and administration team to ensure all income is coded correctly. 
· Perform regular checks between fundraising team records of income (on Raiser’s Edge) and finance team records of income (SUN Systems/ Q&A).

2. Supporting the IGM to deliver AMREF UK’s strategy to build on our existing donor base to ensure we recruit new donors and maximise our supporter’s loyalty and lifetime value.
· Provide excellent supporter care to all donors. 
· Create data selection briefs and produce segmented mailing lists for AMREF UK warm mailings and data selections for other activities e.g. telemarketing.
· Under the guidance of the IGM, manage specific fundraising projects, where required.
· Under the guidance of the IGM, manage 3rd party suppliers. 

3. Ensuring that AMREF’s donor database (Raiser’s Edge) is well maintained, accurate, up to date and accessible. 
· Process fundraising income (from warm appeals, our website and committed givers).
· Manage the submission of new and existing direct debits via BACS (including cancellations and amendments).
· Manage the data and database, including regular data cleaning and liaising with the database supplier, Blackbaud.
· Support other fundraising and communications team members in their use of Raiser’s Edge, and champion best practice. 

4. Website and online fundraising.
· Produce monthly e-newsletters to send to warm donors. 
· Manage AMREF UK’s online fundraising avenues.
· In collaboration with the Communications Manager, maximise traffic to the website through search engine optimisation and other tools. 
· Responsible for ensuring our online experience is engaging, motivating and drives donations. 

5. Leading on AMREF UK’s Gift Aid income stream. 
· Submit regular gift aid claims to HMRC. 
· Manage our relationship with Blackbaud ScanStore. 
· Ensure AMREF UK are compliant with UK law and best practice on Gift Aid. 

6. Proactively championing good knowledge management and continually seek to improve systems and processes. 

7. Carrying out other reasonable tasks as required by the IGM and Director of Fundraising and Communications. 


III. Competencies
The Database Marketing Executive should demonstrate competence in the following:
· Target focused: Be motivated by a target and consistently deliver against it.
· Organisation: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, information and activities. 
· Focus on Donor Needs: Anticipate, understand, and respond to the needs of donors to meet or exceed their expectations within the organisational parameters. 
· Attention to detail: Ensure all work is thorough and accurate, particularly data and analysis work.
· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques. 
· Systems and Processes: Evaluate and improve methods, systems and processes to maximise efficiency strategic delivery and across the organisation.
· Build Relationships: Establish and maintain effective working relationships with others, both internally and externally, to achieve the goals of the organisation. 
· Foster Teamwork: Work cooperatively, dynamically and effectively with others, including remote teams, to set goals, resolve problems, and make decisions that enhance organisational effectiveness whilst working in a resource poor environment. 
· Behave Ethically: Understand ethical behaviour and business practices, and ensure that their own behaviour and the behaviour of others is consistent with these standards and aligns with the values of the organisation.

IV. Recruitment Criteria

Essential 
· Experience of manipulating, interpreting and analysing quantitative data.
· Excellent IT skills in Microsoft Office applications, particularly Excel. 
· Experience of using Raisers Edge or another customer relationship management database.
· Proven attention to detail, organisational and time management skills.
· [bookmark: _GoBack]Excellent numeracy skills.
· Strong written and spoken English, with excellent communication skills. 
· Basic understanding of database marketing and direct marketing principles.

Desirable
· Educated to Bachelors degree level.
· Experience of developing efficient processes.
· Experience of working in a fundraising, marketing or customer services department. 
· Experience of using CMS and online fundraising or marketing tools.
· A clear understanding of the donor journey, donor development and maximising life time value.
· Knowledge and understanding of Africa and the development context.

V. Vacancies Contact
Please download an application form from www.amrefuk.org and return to jobs@amrefuk.org by 10am on 7th February. Interviews on 10th February. 
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