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JOB DESCRIPTION 

 
Job Title: Data Analysis Officer  

Line Manager: Supporter Relations & Data Insights Manager  

Staff Managed: None  

 
 

Purpose of the Post 

This role is responsible for the delivery of insight and analysis across the organisation, 
alongside managing the Data Import Function. You will be responsible for providing regular 
insights within the organisation as well as ensuring data is accurate and reliable through the 
development of internal policies and best-practice data process. 

Working closely with Fundraising & Communication department, you will take responsibility for 
the provision of accurate data selections and segmentation for a wide range of fundraising and 
marketing activities. You will also work closely with Supporter Relations Team to ensure that 
supporter communication activities, campaign coding and communication histories are recorded 
on the database accurately and effectively. You will contribute to building and maintaining a 
robust and accurate database in order to support our ambitious Fundraising plan. 

 
Main Responsibilities 
 

1. To understand supporter behaviour through data to support marketing operations and strategies.  
2. To produce quality analysis that is timely and utilises best possible methods to achieve the best 

possible insights with information available. 
3. To support the team’s analysis service through the provision of both regular and bespoke reporting, 

marketing campaigns results summaries and other related analysis projects.  
4. To deliver marketing selections, segmentations, bespoke analysis and campaign performance 

reports in an accurate and timely fashion and in accordance with agreed deadlines.  
5. To work with the Data Analysis Coordinator on complex data analysis projects.  
6. Proactively manage all data selection, imports and exports in and out of the CRM system. 
7. Prioritise, investigate and resolve problems and requests to the CRM database support desk. 
8. To work closely with the fundraising and campaigning teams to understand their strategies, plans 

and needs to develop informative reporting. 
9. To identify new and more insightful ways of communicating analytical outcomes to relevant 

stakeholders through the exploration of visualisation techniques. 

10. Work closely with Supporter Experience staff to ensure we constantly improve our supporter 

services processes particularly in how we use our database to develop a personalised supporter 

experience. 

11. Deliver and/or use data-driven solutions that maximise supporter responsiveness, engagement, 
loyalty and support, e.g. attrition reporting, supporter profiling tools, LTV tools. 

12. To support the implementation of supporter hierarchies and rules of engagement to develop 
supporter journeys. 

13. Support the devising, implementing and monitoring of test activity that will enable us to learn 
more about how best to engage our supporters. 

14. Maintain a framework for managing data protection and privacy issues and ensure compliance with 
the applicable laws and regulations. 

15. To participate in, and where appropriate, project manage database-related projects (e.g. major 
recoding projects, third-party integration projects).   
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16. Work with the Finance department to ensure all CRM income codes are linked correctly with 
Finance system for accurate reconciliation purposes.  
 
General Responsibilities 
 

17. Proactively promote our products and services to donors. 
18. Provide a courteous, helpful and professional service to all supporters. 
19. Meet agreed personal performance targets and service levels. 
20. Keep records, enquiries and financial transactions in line with the Data Protection Act and GDPR. 
21. Collaborate with all internal teams, departments and external agencies as appropriate. 
22. Champion our values of compassion, empowerment, justice for all and accountability when 

performing your work. 
23. Comply with all policies, procedures, legal and regulatory requirements. 
24. Any other duties commensurate with the accountabilities of the post 

 
 
 
 
 
 

PERSON SPECIFICATION 
 

Knowledge and Experience Essential/ 
Desirable 

Qualification(s) 
a) Educated to degree standard or equivalent. 
b) Professional marketing or fundraising qualification. 

 
Essential 
Desirable 

Experience 
a) A track record in delivering business intelligence, insight, or 

customer loyalty in a highly complex organisation. 
b) A track record of carrying out business analysis to inform 

evidence-based decision making and an understanding of how 
CRM systems. 

c) Good working understanding of analytical tools or languages 
(relational databases/CRM), reporting tools and consolidation 
with third party data. 

d) Experience of the exploitation of a range of analytical 
techniques, including statistical analysis and demonstrable 
experience of solving complex business problems. 

e) Experience of applying statistical, analytical, modeling, 
segmentation techniques (including packages such as SAS or 
SPSS, Business Objects, Faststats and/or Chaid) to maximize 
marketing effectiveness. 

f) Extensive experience of Excel, SQL, relational databases, and 
Google Analytics. 

g) Experience of ensuring that the correct data is used for 
analysis through appropriate coding and selection of analysis 
data sets. 

h) Significant experience gained within a variety of data roles (i.e. 
Data Imports, Data Quality, Data 

 
Essential 

 
 

Essential 
 
 

Desirable 
 

Desirable 
 
 

Desirable 
 
 
 
Essential 
 
Desirable 
 
 
Essential 
 

Knowledge 
a) In CRM data analysis, a good knowledge of SQL to clean, 

aggregate and select data for analysis is essential. 

 
Essential 
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b) Digital media cognition/literacy (including transmedia 
navigation) 

c) Advanced knowledge of Microsoft Access, Excel, Power Point 
and Word. 

Desirable 
 

Essential 

Skills and Abilities 
a) Problem solving and decision-making skills within a data driven 

environment. 
b) To display excellent written and verbal communication skills, 

with the ability to express ideas lucidly, present arguments in a 
logical manner and argue persuasively on complex marketing 
issues. 

c) Able to demonstrate application of technical skills and 
professional expertise. 

d) Ability to analyse data from many sources to make meaningful 
recommendations. 

e) Ability to create informative dashboards from multiple datasets. 
f) Ability to review results and extract learning to optimise future 

performance. 
g) Able to use logical approach to solving technical and complex 

problems. 
h) Advanced ability in using Microsoft Excel to summarise and 

graphically represent data. It would be advantageous to have 
experience of Microsoft Power BI. 

i) To build excellent relationships with internal and external 
stakeholders and develop an extensive network of contacts in 
order to ensure that all cross-sector learning opportunities are 
sought to use marketing and fundraising techniques effectively, 
with insight, professionalism and sensitivity. 

 

 
Essential 

 
Essential 

 
 
 

Essential 
 

Essential 
 
Essential  
 
Essential 
 
Essential 
 
Essential 
 
 
 
Essential 
 
 

Commitment 
a) Commitment to Muslim Aid’s mission, visions and values. 
b) Commitment to Muslim Aid’s ethos. 
c) Commitment to equality of opportunity and diversity. 

 
Essential 
Essential 
Essential 

 
 
Please signify your acceptance of this job description by signing below and 
returning a copy to the Employer 
 

Employees Name:  

Employees Signature:  

  
Line Manager’s Name:  

Line Manager’s Signature: 
 
Date: 

 

 


