[image: MSF_aus_logo_colour]

Médecins Sans Frontières Australia
Job Description


Position: 		Data Officer
Location: 		Sydney (Broadway) 
Reporting to:  	Data  Coordinator
Supervising:  	N/A
Status: 		Maternity cover contract - for up to 10 months / Full time 


OVERALL RESPONSIBILITY:

The primary responsibility of this contract position is to assist with the day to day processing of organisational donor data transfers and donor data management. 

The primary success measure for this position is the successful implementation and completion of nominated tasks. 



MAIN TASKS/ DUTIES:  

Data Movement

· Facilitate the transfer of donor data under the direction of the Data Services Coordinator to agreed parameters and timelines. 
· Maintain, and where appropriate, improve data health and hygiene during data transfers. 
· Ensure that appropriate data verification processes are undertaken before and after data transfers. 


Data Reporting

· Provide ad hoc statistical reports according to specifications supplied.


Data Management

· Provide data support to nominated organisational projects at the direction of the Data Services Coordinator in consultation with the appropriate project manager. 
· Under direction of Data Services Coordinator undertake tasks associated with improving organisation donor data quality. 

People: 
· Work under the supervision of the Data Services Coordinator on nominated projects. 
· From time to time undertake any other relevant tasks as directed by the appropriate management line. 
· Apply a high level of diligence and attention to detail to all tasks including those relating to quality control and data verification processes. 

Other
· Ensure that all work undertaken meets legislative and regulatory compliance, including Trade Practices Act 1974, various state and territory fundraising legislation and other as appropriate. 
· Ensure work undertaken is compliant with National Privacy Principles. 
· Ensure all work produced is in accordance with Médecins Sans Frontières Australia financial accountability processes.
· Any other relevant compliance regimes including OHS. 


SELECTION CRITERIA

Essential Criteria: 

· Advanced Excel and Access skills
· Familiarity with, and exposure to, complex data sets
· Exceptional attention to detail.
· Ability to deliver to deadlines.
· Ability to work in a team 
· Current right to work in Australia

Desirable Criteria:

· Exposure to Raisers’ Edge Donor Database
· Hands-on experience understanding and minor troubleshooting of VBA codes
· Fundraising experience.
· Exposure to the NGO environment.

Applications

Applications MUST address individual selection criteria.  You should also write a cover letter indicating why you want to work for Médecins Sans Frontières Australia and attach a copy of your CV. 

Please note that a criminal record check may be required as part of the selection process.  Applicants with criminal records will not automatically be ineligible for the position they are applying for.

Médecins Sans Frontières Australia has a Child Protection Policy in place and all employees are required to comply with this policy (which is available on our website).

Applications close: Monday 20 February 2012

Applications and enquiries to Rebecca Leonard: +61 2 8570 2645 
Email: office.recruitment@sydney.msf.org
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