
  JOB DESCRIPTION 

 
 

Job Title Data coordinator 

Reports to Head of Data in Advancement 

Department Advancement 

Job Family Level 

 

Advancement is formed of the Alumni Relations and Development departments under the 
leadership of the Associate Dean, Advancement. 

The alumni community links more than 41,000 alumni in more than 130 countries. The School 
provides alumni with a range of services and access to an extensive range of online services 
including library databases and contact information for alumni, students and faculty via Portal.  
Alumni interests are represented by the International Alumni Council made up of 25 elected 
alumni together with five representatives of the School, including the Dean. The Council 
reflects the geographical diversity of alumni as well as a range of the Schools programmes and 
different generations of alumni. 

The development team raises the philanthropic funds needed to support the Schools ambitious 
growth and to secure its position in the premier league of business schools. It works closely 
with the Dean, faculty, alumni, friends, corporates, foundations and others to secure funds 
needed to support faculty chairs, research initiatives, scholarships and campus development.
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The purpose of this post is to maintain and update the Advancement alumni database, currently 
Raiser’s Edge.  

Working collaboratively with IT the holder will also ensure timely and accurate date transfer 
between RE, the Schools Database and HUB, the online alumni portal.  This person will be 
responsible for ensuring that all data onto Raiser’s Edge complies with ongoing Data Protection 
and stakeholder privacy policies.  

They will also be responsible for data updates and cleaning including liaising with external 
agencies and will manage the Advancement department contactability campaigns, to better 
enable the School to reach out and build alumni engagement and support (including 
philanthropic support). 

This person will be responsible for running a number of key data extracts in support of the 
production and dissemination of a number of external reports and third party analysis. 

The person will work closely with the Advancement Data Team to best deliver on the full 
capability of the Raiser’s Edge and ensure all data procedures and user manuals are kept up 
to date and reflect changes in the way the department works. 

Key Areas of accountability and Key Performance Indicators (KPIs) 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

• Contributions to process reviews and operational improvements

Knowledge/Qualifications/Skills/Experience required  

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Resources including team management  


