
Job Description 
Role:    Research and Database Officer   
   
Responsible to: Director of Development & Strategy 
 

Main purpose of role: 

To develop and implement a department research plan in conjunction with team colleagues.  This will identify 
potential new supporters and partners and provide ongoing information on existing supporters thereby 
contributing to the objectives of the team.  
 
To provide database management for the team. Working across the department you will be the key contact for 
all database activity, including data analysis, ensuring fundraising momentum is maintained and supported. 
Research and data management may also be required to feed into wider cross-organisational projects. 
 
Key accountabilities: 
 

• Establish and implement procedures and processes for prospect and donor research, which use 
existing data, online and published information sources to identify new donor prospects, new 
funding sources and develop knowledge of existing donors and stakeholders.  

• Work with colleagues to extract usable data from the Tessitura database for fundraising purposes 
such as analysing audience data for recruitment campaign mailings, the production of event briefing 
notes etc.  

• Compile research profiles on new prospects based on specific WNO priorities. 

• Develop a donor tracking system utilising the database to aid donor stewardship 

• Establish a system for managing prospect lists and run a regular prospect meeting with the 
fundraising team. 

• Ensure the database training needs of the Development team are met and staff are made aware of 
updates and further training resulting in increased usability and high-quality data entry. 

• Maintain database guidance notes in order for the Development team to have access to reliable 
support resources.  

• Ensure effective database procedures, protocols and reporting are in place including compliance 
with GDPR, Gift Aid and other regulatory guidelines. 

• Maintain a strong working relationship with IT support to ensure any problems with the database 
are resolved in a timely manner and disruption to service is minimised.  



• Develop relationships with Tessitura consortium members, other arts organisations that use 
Tessitura for fundraising purposes and make full use of the Tessitura online forums to develop best 
practice for WNO and ongoing functionality of the database. 

• Work with Marketing’s Audiences Insights Manager to ensure effective management of the 
database across the organisation.  

 
General 
 
• To cooperate with us in complying with relevant health and safety legislation, policies and 

procedure in the performance of the post. The post carries responsibility for Health & Safety issues 
at level 6 (see attached). 

• To behave in accordance with our values 
• To maintain confidentiality and observe data protection and associated guidelines where 

appropriate. 
• To always ensure compliance with our policies and procedures 
 
The duties in this job description are not exhaustive and may be altered at any time to reflect the changing 
needs of the organisation.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Person Specification 
 
Research & Database Officer - The Ideal Candidate 

 
Skills, knowledge, and experience:  

• Experience in customer or supporter database management and administration 

• Ability to take an analytical and methodical approach to problem solving 

• Ability to plan and prioritise workload, working to strict deadlines. 

• Strong planning, organisational and time-management skills  

• Good attention to detail  

• Confident communicator both written and verbal and ability.  

• Works well as part of a team and can work on their own initiative.  

• Knowledge of prospect research processes 

• Excellent IT skills   

• Good working knowledge of online and published information sources and tools that can support fundraising 
research 

• Understanding and experience of database marketing, campaign requirements and statistical reporting 

• Ability and willingness to work outside of normal office hours and to attend WNO events on tour. 

• Interest in the arts, preferably opera and classical music* 

• Ability to write and speak Welsh * 

Points marked with an asterisk (*) are desirable rather than essential. 
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Main Terms and Conditions 

• Salary c£25,000 - £30,000 depending on skills and experience per annum payable monthly by credit transfer 
to bank.   

• The offer of an appointment is subject to receipt of two references that are satisfactory to the company.   

• The appointment is subject to a probationary period of six months. 

• Termination of engagement during the probationary period is by one weeks’ notice on either side. 
Termination thereafter is by one months’ notice on either side. 

• The working week is 35 hours, Monday to Friday, but it should be understood the job may involve work 
outside of usual office hours, so there is a need to be flexible in working outside normal office hours and at 
weekends. 

• Holiday entitlement is 25 days per annum (pro rata during first year of employment). 

• Sickness benefit during the probationary period is at the statutory minimum. Entitlement after completion 
of the probationary period (26 weeks qualifying period) is a maximum of 13 weeks at full salary and 13 weeks 
at half salary, inclusive of statutory sick pay in both cases. 

• The Company offers a contributory pension scheme. 

 
 

 

 

  



Health and Safety 
 
Individual Responsibilities 
 
All Employees 
 

(Level 6) 

 
 
Every employed person, including Managers. 
 
Responsibilities 
 
All employees are responsible for:- 
 
The observance and implementation of rules and systems which are derived from the Health and Safety Policy 
and the arrangements for its implementation. 
 
Taking reasonable care for their personal health and safety and that of fellow employees and others who may be 
affected either directly or indirectly by their acts or omissions at work. 
 
Reporting promptly to the appropriate Manager potential or actual hazards and defects. 
 
Taking part in any health and safety training considered by the Company to be necessary in order to comply with 
the Company Health and Safety Policy and current legislation. 
 
Knowing the correct action to be taken in the event of an accident, fire or other emergency. 
 
Co-operating with Management and other employees in meeting statutory requirements. 
 
Not interfering with or misusing anything provided to protect their health, safety or welfare which is required by 
legislation and using any machinery, equipment, substance or safety device in accordance with any training and 
instruction. 
 
 
 
 
 


