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JOB DESCRIPTION:  DATABASE & DEVELOPMENT OFFICER 

[bookmark: _Hlk184632203][bookmark: _Hlk188885113]
The Word for the World UK is a Christian charity with a mission to see “every person with the Word of God translated into their mother tongue, and to empower mother tongue speakers to translate the Bible into their own language".  
More than 3,000 language groups still do not have access to a Bible in their heart language, and we have made it our goal to be instrumental in completing first-time translations of the entire Bible in 1,000 languages by the year 2050. We are affiliated with TWFTW International, which is based in the USA, and together we are involved in supporting over 450 Bible translation projects in 34 different countries.
We have experienced rapid growth in recent years and are therefore seeking a Database & Development Officer to work with our UK Director and Finance Officer to drive our database forward and to help us work more closely with our donors, churches, individuals and trusts. If you are ready to play a crucial role in enabling TWFTW UK to grow to the next stage, we would love to hear from you. 



	Reports to: 
	UK Director


	Organisation:
	The Word for the World UK (TWFTW UK)


	     Start Date: 
	Jan/Feb 2026


	S   Starting Salary:
	£27,000 (pro-rata 3 days a week = £16,200 per annum)

	 Location:
	[bookmark: _Hlk188886358]Remote working. Occasional trips to UK office in Corsham, Wiltshire 


	     Working hours
	3 days per week (22.5 hrs)





  



	Key Responsibilities: Database


	
· Data Integrity and Enhancement: Implementing a new CRM database
(Virtuous), configuring it for use so as to maintain accurate donor records etc, as well as implementing data improvement procedures, updates etc as part of ongoing maintenance, and ongoing communication with donors.  

· Data Reporting: Extracting and analysing data for campaigns, reports, and performance monitoring. 

· Data Selection: Running queries to segment specific data for marketing and appeals. Creating backup and recovery plans, with the ability to troubleshoot.  

· Compliance & Security: Ensuring all data handling meets legal standards, 
such as GDPR compliance, working to ensure security risks are minimised. 
Setting up employee access, controlling who has access and what type of 
access they are allowed. 







	Key Responsibilities: Development


	
· Supporting UK Director: Supporting the UK Director in executing development plans to grow TWFTW community, including working with individuals verbally and in writing, whilst ensuring policy compliance and support of trustees where needed.

· Fundraising and Donor Relations: Supporting the UK Director by strengthening the annual giving programme by encouraging regular/monthly partners and potential partners through campaigns and appeals to support the work of Bible translation.

· Grant Applications: Supporting the UK Director with trust & foundation research, mapping out a calendar for trust applications and recording each step of the process.

· Event Assistance: Organising and participating in events which are designed 
to both promote awareness of our work and raise support towards it.






	Person Specification: Knowledge, Skills, Experience


	· Attention to Detail: Excellent record-keeping skills and high data accuracy, as well as an ability to influence datasets for reporting. 

· Analysis: Fundraising data analysis, developing performance monitoring mechanisms, segmentation, insights etc.   

· Compliance Tasks: Handle compliance tasks including GDPR, ensuring that all supporter data, storage and handling complies. 

· Communication: An ability to communicate well, both verbally and in writing, internally and externally, and be a key part of developing TWFTW community.

· Charity sector: Experience of supporting senior leaders, preferably in the
charity/non-profit sector.  

· Confidentiality & Commitment: A high level of discretion and integrity when handling donor and trust/foundation information with a commitment to 
TWFTW’s mission and values; honest, loyal, servant-hearted, and a committed Christian who has a heart to advance the mission of Bible translation. 

· Database & IT skills:  Excellent IT skills including Microsoft, Excel, along with experience in implementing and managing a CRM database, with a desire to use your technical skills to improve the journey for external & internal patrons. 

· Flexibility: A flexible but focussed approach to your work, able to juggle 
ongoing database development with supporting the CEO with comms and 
fundraising appeals, trust applications and events organisation.

· Independent Working: Ability to work independently, with strong 
organisational skills, and to be able to deliver to strict timetables, whilst being responsive to ad-hoc requests for support.  

· Occupational Requirement: The post-holder should be a committed and 
practising Christian, able to demonstrate active involvement in church life, and 
a personal commitment to our Statement of Faith. The role involves leading 
faith-based initiatives, representing the Christian values of the charity, and 
connecting with our beneficiaries and donors. 

· Qualifications: Qualifications in business, computer science, information technology, or a related field, with an ability to show competence in database management. 

· Travel: A willingness to travel to attend occasional meetings and events.  




	Key Contacts Internal:

	Key Contacts External:


	· UK Director
· Trustees
· Finance Officer

	· TWFTW International 
· Donors & Funders
· Trusts/Foundations
· Churches




	To Apply: 


	
· To request an application form, please email admin-uk@twftw.org

· Closing date for applications is 10th November 2026 

· The name and email addresses of two referees will be required; a character reference and a work-related reference – someone who has experience of working with you in relation to database/development.  

· Please note: This post carries a Genuine Occupational Requirement for the 
post-holder to be a committed Christian, in line with the vision and objectives 
of TWFTW UK.
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