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J O B   D E S C R I P T I O N

JOB TITLE:


Database Administrator
KEY WORKING RELATIONSHIPS WITHIN NICVA:


Information and Communications Unit, ICT Unit, Research Unit, and other NICVA staff.

STATUS OF POST:


Full-time, permanent post.  Salary equivalent to NICVA scale C, NJC Scale 17-19 (£16,663 - £17,802).
(Candidates will normally be appointed on the first point of the scale)
SUMMARY OF MAIN RESPONSIBILITIES: 

(i) To maintain and develop the quality and accuracy of NICVA’s Customer Relationship Management (CRM) database. 
(ii) To manage and undertake data entry.

(iii) To contribute to data analysis, cleaning and testing.
SPECIFIC DUTIES:

1 
Data Input

(i) To undertake data collection and co-ordinate the maintenance of relevant data collection procedures across the organisation.
(ii) To input and process survey returns, questionnaires, annual reports and plan work around other cyclical project based work.
(iii) To ensure data is clearly defined and the quality of the information is maintained and consistent across the database.
(iv) To assist with identification of new organisations for the Organisations Directory.
(v) To run reports and queries, to assist NICVA in maintaining mailing lists and running targeted marketing campaigns.
2 
Maintenance
(i) To ensure quality standards are maintained and proactive quality checks are carried out on an ongoing basis; including communication with groups, visual checks, overlap, validation, verification and bounce back tests.
(ii) To contribute to and implement procedures for analysing and verifying existing and new records.

(iii) To contribute to and implement procedures for internal and external demands.
3 Development   
(i) To liaise with the Information and Communications and ICT Unit on the design, testing and implementation of systems.
(ii) To assist with staff support in Customer Relationship Management (CRM) database and data input.
(iii) To work with the Information and Communications team to maintain and update the Database in line with NICVA’s Style Guide.
4 
Reporting

(i) To respond to internal and external requests for data providing “clean” and “fit for purpose” lists and information.
(ii) To develop a set of standard reports and user friendly interfaces.
5 
Security and Data protection
(i) To ensure adherence to the Data Protection Act.
(ii) To communicate NICVA’s terms, conditions and Data Protection policies associated with sale of data information.

(iii) To establish and monitor the needs of users and contribute to policies on access and security and implement these as appropriate.

(iv) To adhere and contribute to guidelines and standards for the normal backup of database files and for business continuity retrieval in an emergency (Disaster Recovery).
6
Other Duties:
(i) To contribute to the promotion of NICVA.
(ii) To undertake such other reasonable duties as NICVA may from time to time require.
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