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Job Description
 
	Job Title: 
	Fundraising Data and Automation Coordinator

	Reports to: 
	Individual Giving Specialist (interim reporting line)

	Division:
	Fundraising and Engagement

	Department:
	Fundraising 

	Direct Reports:
	Nil 

	Location:
	HomeGround – 140 Hobson Street, Auckland (1010)



	Te Tāpui Atawhai - Auckland City Mission
Ko wai mātou Who we are

	Te Tāpui Atawhai Auckland City Mission supports Aucklanders in greatest need and is committed to upholding Te Tiriti o Waitangi as a core principle in achieving our organisational mission and vision.
Known as Te Tāpui Atawhai since July 2021, our Māori name symbolises our commitment to Tangata Whenua. We acknowledge that existing economic, health and social inequities for Māori are caused by breaches of Te Tiriti and the negative impacts of colonisation which are ongoing.
Our services have evolved as the city’s social needs have. We respond with care and compassion while advocating for a reality where there are enough suitable homes, enough access to nutritious food, and accessible health care for all people and their families. Since our doors opened more than 104 years ago, this has been our ‘why’. We offer support for however long and in whatever way needed – for some people that’s simply accessing one of our many services, for others it’s a complex journey with our full support. 
Te Tāpui Atawhai Auckland City Mission is committed to fostering a diverse and inclusive workplace where staff feel valued and respected. This is foundational to our mission, vision and values as a Tangata Tiriti organisation.



	Te Kaupapa o Te Tūranga - Position Purpose 

	The Fundraising Data and Automation Coordinator is responsible for the accurate processing, integrity, and optimisation of fundraising data and systems to enable excellent supporter experiences and sustainable income growth.
This role ensures all donations are processed, receipted, reconciled, and recorded accurately in Raiser’s Edge, maintains high standards of database quality, and provides operational data support to the Individual Giving programme.
With a strong focus on automation and systems improvement, the role sets up, manages, and monitors data integrations, import processes, and automated donor journeys (such as welcome series and failed payment communications), ensuring they remain effective, accurate, and aligned with best practice over time.
By combining donation processing, database coordination, and automation oversight, this role strengthens data integrity and supports a seamless and meaningful supporter experience.



	Ngā Kawenga Matua - Key Responsibilities 

	Donation Processing & Financial Data Management

	· Process all donations accurately and in a timely manner, including coding, importing, and reconciling transactions into Raiser’s Edge.
· Generate and issue receipts and acknowledgements within required timeframes.
· Manage donation imports from online platforms and third-party systems, ensuring data accuracy and completeness.
· Identify and resolve discrepancies in donation data in collaboration with Finance where required.
· Ensure compliance with internal controls, auditing requirements, and donor privacy obligations.
· Maintain accurate and detailed notes within donor records.

	Database Coordination & Data Integrity

	· Act as a key operational user of Raiser’s Edge, ensuring supporter records are accurate, complete, and up to date.
· Undertake routine database cleaning, including duplicate management, return-to-sender updates, and adherence to data standards.
· Provide back-up support to the Individual Giving Specialist for data segmentation and extraction for appeals, campaigns, and reporting.	Comment by Sophie Armitage: I would frame this as a back up for the IG role on this, as the IG role should still be producing their own data.	Comment by Sophie Armitage: Maybe make it general for fundraising, as I don’t need that other than as backup, however Carol, Deb, Mike might
· Collate and prepare datasets for mailings and digital campaigns, providing database back-up support to the Individual Giving Specialist.	Comment by Sophie Armitage: Again as a back up
· Monitor data flows between systems and proactively identify errors or anomalies.
· Document data processes and workflows to strengthen knowledge sharing and business continuity

	Automation & Systems Management	Comment by Sophie Armitage: Do we include receipting into this?

	· Set up, manage, and troubleshoot data integrations between fundraising platforms, CRM, email systems, receipt processor, and payment gateways.
· Oversee import processes and automation workflows to ensure they operate reliably and efficiently.
· Establish and manage automated donor journeys, including welcome email series, regular giving stewardship, failed payment notifications, lapsed donor communications
· Regularly review automated journeys to ensure content remains accurate, compliant, and relevant.
· Test system changes and automations prior to launch.
· Escalate complex technical issues to vendors or internal IT where required.
· Identify opportunities to streamline processes and improve automation efficiency.

	Supporter Care & Team Support

	· Provide responsive, professional support to donor queries (phone and email) where required.
· Ensure donor acknowledgements and communications reflect high standards of care and manaakitanga.
· Provide operational back-up across Individual Giving activities during peak periods or leave.
· Support campaign execution through accurate data preparation and coordination.
· Contribute to continuous improvement of fundraising processes and supporter journeys.

	Health, Safety, Compliance & Culture

	· Uphold high standards of confidentiality, data security, and compliance with relevant legislation.
· Act within Mission policies, Code of Conduct, and ethical fundraising standards.
· Demonstrate commitment to Te Tiriti o Waitangi and uphold the Mission’s values of Manaakitanga, Atawhai, Rangapū and Mana Tika, Mana Ōrite.
· Engage respectfully and empathetically with supporters and stakeholders from diverse backgrounds.
· Comply with Health and Safety policies and contribute to a safe working environment



	Ngā Whēako – Ngā Tohu Mātauranga 
Qualifications, Experience, Knowledge and Skill Requirements 

	The skills, experience and knowledge outlined below may be obtained from many different experiences.  For example, from paid work, voluntary work, work undertaken within your Marae, Church, or from specific iwi/whānau responsibilities.  The list below outlines transferable skills, knowledge and experience we are seeking for this role.
If qualifications are required for the role, they are also outlined below.  If no qualifications or preferred qualifications are outlined, we will consider equivalent experience for the role.

	Ngā Pūkenga Nui - Essential 
	Tūranga Motuhake - Role-specific  

	1. Demonstrated critical thinking skills, with the ability to question existing processes and suggest practical improvements.
2. Experience working with a CRM or database system, including accurate data entry and basic data maintenance.
3. Experience processing transactional or financial data where accuracy and timeliness are essential.
4. Strong attention to detail, with the ability to identify errors, inconsistencies, or data quality issues.
5. Confidence working with technology and learning new systems, including basic troubleshooting.
6. Understanding of data privacy, confidentiality, and information security responsibilities.
7. Ability to document processes clearly and follow established systems and controls.
8. Clear written and verbal communication skills, including explaining system or data issues to others.
9. Ability to work independently on routine, process-driven tasks while adapting to change.
10. Understanding of and commitment to Te Tiriti o Waitangi and the Mission’s values.

	1. Experience working with Raiser’s Edge or a similar enterprise fundraising CRM.
2. Experience processing and importing donations from online fundraising or payment platforms.
3. Experience supporting individual giving or digital fundraising programmes.
4. Practical experience setting up, maintaining, or monitoring automations, integrations, or workflows between systems.
5. Experience supporting or managing automated donor communications (e.g. welcome journeys, failed payment emails).
6. Experience with database cleaning, duplicate management, or data quality improvement.
7. Experience preparing datasets or segmentation for mailings or fundraising campaigns.
8. Basic reporting or data extraction experience to support fundraising activity.
9. Experience working in the not-for-profit or charity sector.
10. A relevant qualification or equivalent experience in fundraising, data, systems, or administration.




	
Haere Mai - Why join us? 


	Cultural Respect: Be part of an organisation that values and integrates te ao Māori into its core values and operations.
Career Growth: Access to professional development and internal career progression opportunities.
Supportive Environment: Engage with a diverse network of colleagues and participate in culturally enriching events and activities.
Tō Mātou Kaupapa Our Mission: We provide immediate relief and pathways to long-term wellbeing for people in greatest need, through connection and access to kai, kāinga and hauora.
Tō Mātou Kitea Our Vision: A Tāmaki Makaurau where everyone can thrive. 
 OUR IMPACT STATEMENTS 
· Homelessness is brief, rare and non-recurring with affordable and healthy homes a reality for every person in Tāmaki Makaurau.
· Everyone has access to enough good kai to sustain themselves and their whānau needs.
· Health care is accessible for all, including people living with the effects of colonisation in Aotearoa, trauma, mental unwellness and substance abuse.
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