Premier Christian Radio

22 Chapter Street

London SW1 5AG

JOB DESCRIPTION

	PRINCIPAL AIM OF THE Organisation: 

“ To serve the Churches and the wider community of Greater London and beyond by conveying the significance of the life, teaching, death and resurrection of Jesus Christ - as recorded in scripture and expressed in the historic creeds of the Christian faith - through radio and other media.”


Job Title:

            Assistant Administrator - Database
Department:


Database
Salary:                                         £18,000

Location:


London 

Reporting to:
Database Manager
Hours of work:                              8.30 till 17.30 

Closing Date:                                19th February 2010

  Job Description / Person Specification

	The Database Department is responsible for maintaining Premier’s mailing list of 260,000 individual records and 9,000 churches and organisations. This busy department exists to keep our listeners and supporters in touch with the work of Premier, to maximise income opportunities and achieve fundraising targets, significantly underpinning the effectiveness of our work.

	Overall purpose:

	To assist with the day-to-day operations within the department, provide cover for the more technical or intensive jobs when required, and perform other tasks as required by the Database Manager.

	How this job contributes to the organisational principal aim:

	It enables Premier to accurately and effectively mail its supporters, manage supporter and gift data and extract useful data on supporters’ giving and other information.



	Key tasks, duties and quality standards in meeting department purpose / objectives:

	1. Manage the telemarketing team - providing data to call, preparing scripts, fulfilling gifts etc and producing regular reports.

2. Be responsible for the accurate processing of incoming post, in particular responses to specific campaigns.

3. Ensure that supporter and organisation details are kept up to date.

4. Assist with the design and production of the regular mailings.

5. Be involved in the development of the direct mail, marketing and fundraising growth strategies, including data capture, donor recruitment and retention.

6. Produce various database statistics and reports as requested by the Database Manager.

7. Undertake specific projects relating to the day-to-day functioning of the database, including import and export of data, eg for mailings.

	Person specification:

	· Highly computer literate

· Experience with Microsoft Excel essential

· Experience with The Raiser’s Edge version 7 and Microsoft Access useful

· A steady worker who values accuracy as much as speed

· Patience and stamina to work on repetitive tasks for a long time

· Willingness to adapt to new challenges and find solutions to problems

· Ability to work in a team to develop solutions and strategies, or alone

· Capable of dealing with time pressure

· Capable of managing a heavy workload effectively


HOW TO APPLY:

Please contact The Human Resource Department on 020 7316 1300 or email CV and completed application forms stating current salary to jobs@premier.org.uk. Application forms can be downloaded from www.premier.org.uk and the closing date is 19th February 2010. Only short-listed applicants will be contacted by 26th February 2010










