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Database Officer, CW+ 
 
Reports to: Fundraising Director 
Location: London, SW10 9HS 
Contract: Permanent, full-time  
Salary: £28,000 per annum 
 
Chelsea and Westminster Hospital NHS Foundation Trust is the top ranked healthcare trust in 

London and currently the top performing hospital trust in the UK. Chief Executive, Lesley Watts 
was named as the Health Service Journal’s Chief Executive of the Year 2018 and the Trust has 
been shortlisted as ‘Best Acute Trust’ in this year’s awards.  Across two hospital sites and 
numerous clinics we provide care to a community of over one million people.  
 
The Trust is one of the largest A&E providers in the UK, treating over 325,000 patients each year. We 
are one of the largest maternity providers in the country, delivering over 10,000 babies per annum. 
In addition to these core services we also house many specialisms including a world-renowned Burns 
Service providing care support for London and the South East and a world-renowned HIV and sexual 
health programme which has been at the forefront of the global fight against HIV/AIDS for over 30 
years.  
 

CW+ is the official charity of Chelsea and Westminster Hospital NHS Foundation Trust. Our 
generous supporters and partners enable us to:  

• Build and enhance clinical facilities to create an outstanding healing environment for 
patients and staff  

• Deliver a unique art and design programme to transform the experience and wellbeing 
of our patients  

• Invest in health innovation to deliver exceptional patient care  
 

We have recently completed a £12.5 million fundraising campaign ahead of schedule to fund a 
complete redevelopment of critical care services at Chelsea and Westminster Hospital. Through 
this campaign, we have established a network of high profile, high net worth donors who are 
committed to supporting us on future projects both personally and through their networks. 

 
The Role 
 
We are looking for an experienced database professional to oversee all aspects of database 
administration, to support (primarily) the fundraising team and help us maximise donor support 
and stewardship, whilst working with the regulations of GDPR.  
 
Main responsibilities include:  



 
 
 

 
 

 

- Maintaining records to ensure they are accurate and consistent 
- Capturing and analysing key donor networks, undertaking online and journalistic research 

to identify potential supporters 
- Producing bespoke reports to the fundraising team on fundraising metrics 
- Providing supporting materials for events, meetings and other projects as required 
- Identifying new prospects for appeals and core programmes of CW+ 
- Supporting the fundraising team to identify how best to engage prospects and track the 

progress of each relationship using Harlequin database 
Reviewing, developing and improving current processes and systems to ensure optimum 
use of the database 

- Importing and exporting supporter data to and from the database 
- Processing donations and generating thank you letters 
- Running regular data checks and cleans to maintain healthy data 
- Making structural changes to the database 

 
 
Person Specification 
 
The successful candidate will have the following skills and experience: 

- Educated to university degree level or equivalent 
- A proven track record of collecting data from various sources, analysing findings and 

presenting them clearly 
- Excellent attention to detail 
- Experience in using databases at an advanced level (complex query and report writing, 

task management) 
- Experience of working with teams and departments to maximise results  
- Able to work on their own as needed/self-sufficient 
- Fully proficient in MS Word and Excel 
- Good working knowledge of GDPR 

 
 

Desirable 
 

- Experience of using Harlequin database systems 
- Experience of working in a fundraising/medical or arts environment 
- High level of IT literacy 

 

 
Key Terms and Benefits 
 

- Hours: 35 per week (normally 9.00am to 5.00pm Monday to Friday. Some out of hours 
working expected with time off in lieu) 

- Pension: employer contribution of 8% 
- Holiday entitlement: 25 days leave per annum, plus statutory holidays 
- Probationary period: 6 months 



 
 
 

 
 

 

 


