Donorfy CRM Assistant
Job Title
Donorfy CRM Assistant
Location
Ilford (Remote)
Reporting to
IT Lead
Role Purpose
The Donorfy CRM Assistant supports the effective use, maintenance, and optimisation of the Donorfy CRM system. This role ensures high-quality data management, supports fundraising and engagement activities, and helps deliver accurate reporting to inform decision-making.
Personal Attributes
- Analytical and detail-oriented
- Proactive and solution-focused
- Collaborative team player
- Comfortable working with data and systems
Key Responsibilities
CRM & Data Management:
- Maintain and update supporter records within Donorfy, ensuring data accuracy and completeness
- Perform regular data cleansing, validation, and de-duplication
- Manage imports and exports (e.g. donations, event attendees, mailing lists)
- Support the setup and maintenance of campaigns, funds, and activities within Donorfy

Reporting & Insights:
- Generate regular and ad-hoc reports (donations, campaigns, supporter activity)
- Support teams with data insights to improve fundraising performance
- Assist in dashboard creation and ongoing reporting optimisation

Fundraising & Supporter Engagement Support:
- Assist with campaign setup and tracking within Donorfy
- Segment audiences for communications and campaigns
- Support gift processing and reconciliation where required

System Support & Improvement:
- Act as first-line support for Donorfy users across the organisation
- Troubleshoot basic system issues and escalate where necessary
- Identify opportunities to improve CRM processes and workflows

Compliance & Governance:
- Ensure GDPR compliance in all data handling practices
- Maintain audit trails and ensure data integrity
- Support data governance standards and policies
Skills & Experience
Essential:
- Experience using Donorfy CRM or similar CRM systems
- Strong attention to detail and high level of data accuracy
- Proficiency in Excel
- Good organisational and time management skills
- Strong communication skills

Desirable:
- Experience in a charity or non-profit environment
- Understanding of supporter journeys and fundraising processes
- Experience with data imports, segmentation, and reporting tools
- Basic knowledge of GDPR
