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Job Title: Data Analysis Officer 
 

Department: Supporter Relations and Data Insights 
 

Location: London 
 

Reports to:  Supporter Relations and Data Insights Manager 
 

Line Management 
responsibility:  
 

None 

Budgetary Responsibility:  None 
 

Child safeguarding level:  We are committed to the safeguarding and protection of children and vulnerable 
people in our work. We will do everything possible to ensure that only those who 
are suitable to work with children and vulnerable people are recruited to work 
for us.  
 
Therefore, this post is subject to a range of vetting checks including a criminal 
records disclosure, DBS, or in the event that the employee is not a UK resident, a 
check to its equivalent in the current residing country will be required. 
 

 
Job Purpose:  

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 departments, 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. 

 

 
Key Accountabilities: 
 
Analysis, Innovative Thinking & Problem Solving 
 

• To understand Supporter behaviour through data to support marketing operations and strategies.  

• To produce quality analysis that is timely and utilises best possible methods to achieve the best 
possible insights with information available. 

• 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.  
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• To deliver marketing selections, segmentations, bespoke analysis and campaign performance reports 
in an accurate and timely fashion and in accordance with agreed deadlines.  

• To work with the Data Analysis Coordinator on complex data analysis projects.  

• Proactively manage all data selection, imports and exports in and out of the CRM system. 

• Prioritise, investigate and resolve problems and requests to the CRM database support desk. 

• To identify new and more insightful ways of communicating analytical outcomes to relevant 
stakeholders through the exploration of visualisation techniques. 

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

Stakeholder Management 
 

• To work closely with the fundraising and campaigning teams to understand their strategies, plans and 
needs to develop informative reporting. 

• 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. 
 
Planning and Budgeting 
 

• To participate in, and where appropriate, project manage database-related projects (e.g. major recoding 
projects, third-party integration projects).   

 
Monitoring, Evaluation and Reporting 

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

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

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

• Work with the Finance department to ensure all CRM income codes are linked correctly with Finance 
system for accurate reconciliation purposes.  

 
Other 

• To ensure all records are maintained and stored appropriately in line with MA document 
management and IT policies. 

• To comply with all policies, procedures, legal and regulatory requirements.  

• Any other duties commensurate with the accountabilities of the post.  

• Plus any other, e.g. Travel requirements 
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Person Specification  
 

 Essential / Desirable 
 

Assessment Stage 

Qualifications:  
 

Educated to Bachelor’s degree level or equivalent. 
 

Essential Application 

Professional Marketing or Fundraising qualification 
 

Desirable Application 

Experience & Knowledge:  
 

A track record in delivering business intelligence, insight, or 
customer loyalty in a highly complex organisation. 

Essential Application and 
Interview 

 

A track record of carrying out business analysis to inform 
evidence-based decision-making and an understanding of how 
CRM systems. 
 

Essential Application and 
Interview 

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

Essential Application and 
Interview 

 

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

Essential Application and 
Interview 

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

Essential Application and 
Interview 

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

Desirable Application and 
Interview 

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

Desirable Application and 
Interview 

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

Essential Application and 
Interview 

Understanding of CRM data analysis, a good knowledge of 
SQL to clean, aggregate and select data for analysis is 
essential. 
 

Essential Application and 
Interview 

Digital media cognition/literacy (including transmedia 
navigation) 
 

Desirable Application and 
Interview 

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

Essential Application and 
Interview 



MA-- Job Specification – Data Analysis Officer – 01 May 19 

 

Skills & Abilities: 
 

Problem solving and decision-making skills within a data 
driven environment. 
 

Essential Interview 

Able to demonstrate application of technical skills and 
professional expertise. 
 

Essential Interview 

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

Essential Interview 

Ability to create informative dashboards from multiple 
datasets.  
 

Essential Interview 

Ability to review results and extract learning to optimise 
future performance. 
 

Essential Interview 

Able to use logical approach to solving technical and complex 
problems. 
 

Essential Interview 

Advanced ability in using Microsoft Excel to summarise and 
graphically represent data. It would be advantageous to have 
experience of Microsoft Power BI. 
 

Essential Interview 

Good interpersonal and communication skills and ability to 
liaise effectively with people at various levels.  
 

Essential Interview 

Good team work skills with the ability to work with different 
and sometime conflicting agendas. 
 

Essential Interview 

Good organisation, coordination and project management 
skills.  
 

Essential Interview 

Ability to adapt to changing deadlines and priorities. 
 

Essential Interview 

Ability to work in and with a diverse team. 
 

Essential Interview 

Ability to work under pressure and on own initiative.  
 

Essential Interview 

Commitments: 
 

Commitment to Muslim Aid’s mission, visions and values. 
 

Essential  

Commitment to Muslim Aid’s ethos. 
 

Essential  

Commitment to equality of opportunity and diversity. 
 

Essential  

Commitment to Muslim Aid’s Child and Vulnerable Adults 
Policy and Procedure. 
 

Essential  
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You will display the competencies below: 
 

Competencies Definition 

Team working Co-operates with and respect colleagues to exceed up and beyond 
individual efforts. 
 

Communication  The ability to listen, express and communicate information effectively. 
 

Performance Management  Delivery of organisation objectives through effective setting of SMART 
personal goals and team goals. 
 

Results Focused  Getting the job done in an efficient way through effective time, task and 
financial management. 
 

Leadership  Inspiring, supporting and developing others to achieve outstanding levels 
of performance. 
 

Innovation & Continuous 
Improvement  

Constantly seeking to improve the way business is done through analysis, 
creativity, problem solving and change initiatives. 
 

 

 

  

  

 

 

 

 

 

 

 

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

Employee 
signature:  

 Employee 
Name:  

 Date:   

Line Manager 
signature: 

 Line 
Manager 
Name:  

 Date:  


