	University of St Andrews

Development
Database & Web Officer – Ref: CG1017RMR
Further Particulars for Applicants 




	Development 



The remit of the Development Office is to develop and strengthen the University's position at the forefront of teaching, learning and research by inspiring active participation, investment and loyalty to St Andrews. We do this through fundraising for key University priorities and developing mutually beneficial relations with our 50,000 alumni, friends and benefactors worldwide.  
The University is currently undertaking a significant fundraising campaign marking the University’s 600th Anniversary. With over two thirds of the £100m target now in place this is an exciting time for Development with a range of fundraising projects underway.

We are seeking a highly organised individual with excellent data management and web design skills to support the University’s fundraising, alumni and events programme.
The Database & Web Officer role is part of the Operations Team responsible to the Head of Development Operations and reporting to the Database & IT Manager.  The role holder is expected to work on a range of projects with the primary aim of supporting the database, web and IT requirements for the Development Office and improving the quality and quantity of data available. 
This is a specialist role requiring the role holder to have a sound understanding of Raiser’s Edge or another similar alumni / membership databases along with experience in developing interactive websites and communications, particularly within the charitable or higher education sectors. 

The role holder is required to demonstrate a range of database, software programmes, website and IT skills and experience, including the ability to manage processes and train non-technical staff members in the use of various database and software systems.   The role holder should also possess the confidence and flexibility to communicate with people across the Unit and in other parts of the University.  Careful attention to detail and discretion in handling confidential material are required. This post requires the role holder to take considerable daily responsibility for decision-making with minimum supervision, to be creative, flexible and enjoy working in a team environment. The role holder will also be expected to undertake other duties, including data entry tasks, in support of the effective operation of the Development Office.

In light of the specific nature of the work an understanding of the importance of fundraising and alumni relations is required.
This is a nine-month fixed term post starting as soon as possible after 25 May 2016. 
	Job Description




	Job Title: Database & Web Officer 
School/Unit: Development
Reporting to: Database & IT Manager
Responsible for: Development Assistants (Database) x 2 
Job Family: Managerial, Specialist & Administrative
Fixed Term: 9 months 

	Working Hours: Full-time/36.25 hours per week 
Grade/Salary Range: 5/£25,769 - £30,738 per annum, pro rata 
Reference No:  CG1017RMR
Interview date: 25 May 2016



	Main Purpose of Role


The role holder is part of the Operations team within the Development Office and works closely with the Database & IT Manager, Database Assistant, Head of Development Operations, and all other members of the Development Team. The role holder supports the Database & IT Manager in the management of the alumni, fundraising and events database (Raiser’s Edge), the Development and 600th Anniversary web pages and other online communications (including the SPARC online community for alumni and parents). Although this role is based in the Operations team the remit and responsibilities require the role holder to work across all the Development teams and with colleagues in other Units providing professional and efficient database and IT support for all fundraising, alumni relations and event activities. 

	Key Duties and Responsibilities


Database Management, IT & Software Development Projects
1. Provide database support and assistance for the Development function, with specific focus on working with the Database & IT Manager to integrate and streamline the fundraising activities, alumni and events programme through increased and more effective use of the Raiser’s Edge database.   

2. Cover all aspects of the Development Database and IT function in the absence of the Database & IT Manager.
3. Supervise data entry processing and the two Development Assistants (Database) through overseeing the updating of personal and other contact information into the Raiser’s Edge database in a consistent and timely manner.  Communicate with alumni and friends regarding updates and mailing preferences, resolving issues as required. 
4. Prepare and run data queries and exports from the Raiser’s Edge database to support a range of activities. This includes providing accurate and appropriately formatted data (including excel spread sheets, mail merged documents, html files) for alumni mailings, fundraising appeals, event invitations, research profiles, giving histories and various statistical reports.
5. Support the Database & IT Manager and Development Officer (Research) in the continued development of systematic wealth screening and data analytics programmes with the aim of increasing the pool of major gift prospects and increasing alumni participation rates. Oversee certain projects in this area to help target the fundraising messages and resources to retaining existing donors and securing new donors.

6. Act as the main developer programmer on a range of software development projects in consultation with the Database & IT Manager. Each project is based upon identified needs from within the Unit. The role holder works on the entire software lifecycle, from initial requirements gathering through to delivery, training and maintenance. A majority of these projects involve Microsoft product integrations. As such, the role holder requires a specialist and in-depth knowledge of Microsoft Office Suite.
7. Manage and resolve database technical issues relating to the Raiser’s Edge database and NetCommunity. Where the issue cannot be resolved in-house the role holder is required to contact the external maintenance support agent (Blackbaud) and report back to users. In such instances, the ability to ask complex questions, comprehend and test solutions put forward by support is necessary. This requires specialist knowledge of both Raiser’s Edge and NetCommunity and an ability to instruct and train staff on solutions to issues. 
8. Lead database and IT training for all members of the Development Team on Raiser’s Edge, NetCommunity and other IT related processes including new appointees and existing staff.  This includes undertaking assessments of training needs and keeping up to date with changes in software (primarily Raiser’s Edge). Where required, the scope of this training goes beyond the immediate team (includes Raiser’s Edge users located in the Principal’s Office). The role holder is required to develop procedural guides (i.e. written procedures, flow charts, screen recordings, etc.). Due to the nature of such training and documentation appropriate professional qualifications would be beneficial.  

9. Support the Database & IT Manager and Head of Development Operations in the monitoring and reporting of the performance of the Database & IT activities and programmes.   On a regular basis and using own initiative, the role holder is expected to prepare regular work in progress reports and other papers for the Head of Development Operations to present to the Director of Development.   These reports are in a variety of formats including spread sheets and word documents, graphs, pie charts and will require an excellent working knowledge of querying and exporting from the Raiser’s Edge database.
10. Assess the need for data cleaning exercises and review the scope and resources requirements for projects in consultation with the Database & IT Manager.  Oversee the implementation of data cleaning projects managing workflows of the Database Assistant. 
11. Carry out database and server tasks including resetting staff and alumni passwords for particular services and setting-up user accounts.
12. Contribute proactively to team decisions that will assist in advances in the standards and delivery of all Database and IT-related functions within the Unit. Gather feedback from staff and alumni in order to improve the service provided and lead software enhancements that will results in improved and more efficient working practices.

13. Provide general IT support for Development Office and act as a point of contact for ITS.
Website & St Andrews Online Alumni Community (SPARC) Administration 
1. Provide technical oversight for the Development web pages (including the 600th Anniversary Campaign pages) to ensure the web content is kept vibrant and up-to-date. This includes working with the Publications Officer, Corporate Communications and Digital Teams to upload informative and inspiring fundraising and alumni materials and campaign messages in support of the University’s philanthropic ambitions on a regular and timely basis. 
2. Support the Publications in monitoring pages within the main University of St Andrews website for possible connections with the Development Office and the 600th Anniversary Campaign.  Work with members of the Development Team to assist Schools and Units with online / electronic alumni and fundraising activities and ensure that appropriate links are put in place between the Development web pages and those of Schools & Units. 
3. Work with the Alumni Relations Team to update and manage Alumni Clubs & Network web pages (currently 40 active Clubs) to ensure consistency of message and promotion of activities and events throughout the alumni community, including overseas networks.  
4. Manage the technical development of all online activities and improve the Development presence based on web analytics and best practice. Proactively seek out any potential issues with web content and create monthly reports to send to those responsible for sections of the website.
5. Assist the Database & IT Manager migrate their various Unit-run web pages to be in line with the University’s new front-end bootstrap framework. This includes migration of both static and dynamic pages, some of which are based within content management systems such as T4 and Blackbaud NetCommunity, as well as pages built from scratch. This work requires experience working with a mix of web technologies such as CSS and HTML, familiarity with the bootstrap framework, JQuery and high-level programming languages (e.g. PHP). Knowledge of SQL will also be required in order to dynamically display and write to MySQL / SQL Server databases. A firm grasp of web design standards and accessibility is required to fulfil specifications this role.
6. Lead the enhancement of the Unit’s Intranet site in consultation with the Database & IT Manager. The role holder is required to employ a range of IT and web based skills to help the continued development of this site. The Intranet serves as a multi-category training resource, job / holiday request and job / holiday calendaring system. A demonstrated background or sound working knowledge of programming dynamic web applications connecting to MySQL or SQL Server databases is required to work on this evolving project. The Intranet site is currently served via the WordPress / MySQL but is planned to be migrated an ASP.NET environment connecting to SQL Server
7. Manage the effective running and on-going development of the Blackbaud NetCommunity interactive web service (SPARC) to achieve full integration between the Raiser’s Edge database and the Development web presence. This is a critical element of the role as this service plays a vital part in growing the University’s online alumni community (currently over 10K active members) and providing increasing numbers of online services for alumni in a cost effective manner. 
8. Provide support to members of the growing SPARC online alumni community. Responses often require interpretation of vague enquiries from which further clarification dialogue must be entered in to in order to reach a solution. This process requires both a mixture of tact and technical knowledge.
9. Work with the Development Events team to provide efficient events management tools through the Raiser’s Edge database and SPARC event booking system to ensure queries and exports are undertaken to support all events and related mailings and guest lists with particular regard to the growing fundraising events programme.  
10. Research and develop, in consultation with colleagues across the Unit, online and electronic methods of communicating with alumni and donors.  This includes specific focus on online donation methods to increase this area of giving both in the UK and overseas. 
11. Work with the Publications Officer to prepare and distribute the monthly Development e-newsletter (St Andrews in the News – distributed to over 37K alumni and friends) and other forms of e-communications. 
12. Devise and send out bulk email messages (often to pools of up to 39K recipients) on behalf of the Development team and from time to time other University offices (Principal’s Office and Corporate Communications, Academic Schools and Units).  As designated first point of contact for the technical aspects of e-communications, providing specialised advice on inclusion / exclusion criteria, sending methods, analytic provisions and the creation of the actual communication itself to the relevant parties. Associated work includes administering the email request calendaring system, drawing attention to potential clashes in bulk email send-outs as / when requests come in. 
13. Work with the Publications Officer, Alumni Relations Team and other colleagues to enhance and develop the use of social networking sites to engage with alumni and supporters.  This includes monitoring sites and uploading information. 
14. Undertake digital photography / video editing work for the Unit. This requires the role holder to compress and resize digital images for display on the web, newsletters and in email communications, taking in to account image size versus download rates. 
General Assistance

1. Provide administrative support for the Database Team as required including arranging and attending Unit and University meetings, taking and circulating meeting notes and assisting with the upkeep of the Database budget in consultation with the Development Assistant (Operations).

2. Manage the output of the two Development Database Assistants and review performance on a regular basis. 

3. Maintain and as required develop an understanding of the University’s priorities and the role of the Database team in achieving these goals. The role holder will share best practice with peers at other Scottish and UK HEIs through attendance at and/or participation in appropriate user groups.  The post-holder will undertake further training and development as necessary in order to meet the changing demands of the post and to keep their knowledge up to date.
4. Adopt a flexible approach and undertake other ad-hoc projects and duties as assigned by the Database & IT Manager, the Director of Development and the Head of Development Operations to ensure the effective running of the Development Office.   This will include providing office cover for absences, dealing with telephone and visitor enquiries for the Database Team and other administrative tasks as required. 
5. Attend University events and meetings, on campus and elsewhere.   The Database & Web Officer must be flexible in respect to working hours. 

Special Requirements: 

The role holder will generally work within normal office hours although there will be, on occasion, out-of-hours working, including at weekends and evenings to facilitate activities and events run by the Development Office. 

Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required)

	Educated to degree level or equivalent
	IT training qualifications / accreditations eg Microsoft Office
	Application form/Certificates

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Expertise in Raiser's Edge database, or other donor/alumni or membership database

Database  administration, development and data manipulation (data-entry, frontend development with VBA / PHP, design principles, multi join SQL, query editor use)

Web content editing (using raw HTML or content management system)

Experience of digital image editing in relation to compression and resizing.

IT literate with high level of expertise and qualifications in Microsoft Office (Word, Excel, PowerPoint, Outlook)

Writing user guides or procedures for IT systems
Excellent understanding of data protection principles and legislation and implementing processes to ensure compliance
Good understanding of alumni and fundraising either through working for a charity or as an active volunteer in the charitable sector

Management of staff, reviewing performance and allocation of tasks

	Working in university or college environment 

Experience of training individual and groups (technical and non-technical staff) in database, IT and web systems


	Application / Test/Interview



	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	Rounded understanding of standards within IT technologies

Web file uploading via FTP

Data manipulation using Microsoft Access including importing/exporting data using Microsoft Access, SQL Server or MySQL

Understanding of basic scripting languages such as PHP, VBA, Perl, JavaScript

Good written and verbal communication skills and high standards of personal work presentation and methodical working practices with meticulous attention to detail 

Excellent analytical and problem solving skills

Ability to work independently and be proactive with projects

Ability to work as a part of a team

Enthusiastic and willingness to learn and undergo training to keep skills up to date

Ability to handle confidential material with tact and discretion
	
	Application / Test/Interview



	Other Attributes/Abilities 

(if applicable) 


	Flexibility to work evenings and weekends as required
	
	Application / Test/Interview




Special Requirements: 

The role holder is required to generally work within normal office hours but there will be, on occasion, out-of-hours working, to assist with Development / University events and activities. 

Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other information    


Interviews will be held on 25 May 2016
For all applications please quote ref: CG1017RMR

The University of St Andrews is committed to promoting equality of opportunity for all, which is further demonstrated through its working on the Gender and Race Equality Charters and being awarded the Athena SWAN award for women in science, HR Excellence in Research Award and the LGBT Charter;  http://www.st-andrews.ac.uk/hr/edi/diversityawards/.

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and the third oldest in the English speaking world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today it is known around the world as the ‘Home of Golf’ and a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than 30% of the local population.

The University of St Andrews is a diverse and international community of over 10,500, comprising students and staff of over 120 nationalities. It has 8,200 students, just over 6,600 of them undergraduates, and employs approximately 2,540 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

St Andrews has approximately 50,000 living graduates, among them former Scottish First Minister Alex Salmond and the novelist Fay Weldon. In the last 90 years, the University has conferred around 1000 honorary degrees; notable recipients include Benjamin Franklin, Rudyard Kipling, Alexander Fleming, Iris Murdoch, James Black, Elizabeth Blackadder, Tim Berners-Lee and Hillary Clinton.   

The University is one of Europe’s most research intensive seats of learning. It is the top rated university in Scotland for teaching quality and student satisfaction. In the Research Excellence Framework (REF) 2014 the University was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top ten universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide. In the 2014/15 Times and Sunday Times Good University Guide, St Andrews is ranked 3rd in the UK, behind only Oxbridge. The same guide has named St Andrews its Scottish University of the Year in 2013 and 2014. The University has eight times been named the top multi-faculty university in the UK in the National Student Survey – a direct reflection of the quality of teaching, assessment and facilities. In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. In the 2014 Times Higher Education World Rankings St Andrews is 14th in the world for International Outlook, 33rd for research and teaching in Arts and Humanities and 81st for Citations. It is ranked 111th overall in the Times Higher Rankings and 88th in the QS University World Rankings. 

Its international reputation for delivering high quality teaching and research and student satisfaction make it one of the most sought after destinations for prospective students from the UK, Europe and overseas. In 2012 the University received on average 12 applications per place. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

The University is closely integrated with the town. The Main Library, many academic Schools and Service Units are located centrally, while the growth in research-active sciences and medicine has been accommodated at the North Haugh on the western edge of St Andrews.

As the University enters its seventh century, it is pursuing a varied programme of capital investment, including the refurbishment of its Main Library and a major investment in its collections, the opening of a research library, the development of a major arts centre, the refurbishment of the Students’ Union, and the development of a wind-farm and green energy centre to offset energy costs.

