
 
WWF-New Zealand Position Description 

April 2021 

 

 

Position Title:  CRM Administrator/Analyst 

Starting salary:  $70,000 – $85,000  

Location:   Central Wellington, New Zealand 

Reports to:   Marketing and Engagement Director 

Direct reports:  None  

 

Purpose of the Position 

This is an existing and crucial position within the WWF Marketing and Engagement team. 
WWF-New Zealand’s purpose is to turn New Zealanders’ passion for nature into action.  

The overall purpose of the position is to support WWF-New Zealand’s marketing and 
engagement goals by delivering highly effective analysis and CRM management. The 
Administrator will provide reliable and insightful data, analysis and assistance to the 
marketing and engagement team to inform effective management and fundraising decision 
making. This role ensures the ongoing integrity and sustainability of WWF-New Zealand’s 
donor database. The administrators’s skills and data findings make a critical contribution to 
the ongoing development of our overall marketing and fundraising strategy. 

 

What you will do 

The CRM Administrator/Analyst will be responsible for: 

Analysis 
a) Provide insightful analysis and financial forecasting of marketing and engagement 

programmes, including regular monthly giving donor acquisition and retention, 
direct mail, digital fundraising, bequests and major giving.  

b) Provide reporting and analysis to improve donor retention and donor value. 
c) Prepare weekly, monthly or quarterly data reports, as and when required, to inform 

the income generation strategy and plans, and provide feedback and 
recommendations on individual campaigns. 

d) Providing the data to develop effective processes and procedures to acquire, 
welcome, retain and upgrade individual giving donors. 

e) Help develop and implement strong donor retention systems that lead to lower 
donor attrition and stronger donor loyalty. 

f) Work with other Marketing and Engagement team members collaboratively to 
facilitate the above. 
 



 Database Management 
 

a) Overall, ensure the database is being effectively managed and maximised for the 
individual giving programme. 

b) Maintenance of a clean database and overall database structure. 
c) Establish effective data management processes and procedures that support 

strong donor retention and donor development practices within the Marketing 
and Engagement Team. 

d) Ensure WWF’s Fundraising data processes meet New Zealand data privacy 
requirements. 

e) Develop procedures and train relevant staff  to use the system.  
f) Ensure database training manuals are kept up to date, clear and followed by 

relevant staff. 
g) Ensure the database is regularly backed up and maintained. Risks are reduced and 

managed. 
h) Together with the finance team, reconciling fundraising monthly donation 

transactions with WWF-NZ Xero and bank transactions on a weekly basis as 
agreed. 

i) Take the lead on training the team and keeping up to date with the latest CRM 
updates.  

j) Help with setting up new fundraising initiatives.   
 
Team 

a) Identifying, establishing and improving marketing and engagement processes and 
procedures as needed to increase efficiency and effectiveness.  

b) Contribute to and enhance a productive team environment within WWF. 
c) Contribute to the Marketing and Engagement team’s strategy and growth 

thinking, planning and implementation. 
d) Collaborate to deliver analysis for teams across the organisation when required, as 

agreed with the Marketing and Engagement Manager.  
e) Back up support for team members when required. 
f) Other duties as may be required and agreed with the Marketing and Engagement 

Director. 
 

Who you will work with 

Internal 

● Marketing and Engagement Director and Team 
● Finance Director  and Team 
● Environment Team 
● Chief Executive Officer 
● WWF International networks 

 
 
 

 
 
External 



● WWF Supporters and the general public 
● Database staff and programmers 
● Suppliers, agencies and contractors, including face to face, telemarketing, and digital 

agencies 
 

Your Key Skills and Experience  

You will have: 

Essential 

● A tertiary level qualification that preferably includes data, financial or marketing 
analysis. 

● At least three years’ work experience in financial or marketing data analysis. 

● A high level of skill in analysing data, measuring and reporting on progress and 
making recommendations to maximise potential for success.  

● Excellent, advanced knowledge of Microsoft Excel, familiar with writing formulas, 
and cross-reference checks. 

● Understanding and experience of relational database coordination. 

● Experience of importing and exporting data.  

● Experience of business intelligence and statistical modelling.  

● Knowledge of Exploratory Data Analysis (EDA). 

● Demonstrated methodical, accurate and independent ways of working. 
● Ability to document and communicate clearly and concisely the results of analysis. 
● Great communication skills, able to relate to other people in positive ways to 

achieve desired outcomes.  
● Excellent organisational and time-management skills, and the ability to prioritize 

tasks and meet competing deadlines.  
● Proven ability to work both within a team environment and autonomously when 

required.  
 

Desirable 

The successful candidate will ideally also have a combination of some or all of the below 
skills: 

● Experience in using Salesforce CRM preferably in a non-profit environment  
● Knowledge or experience of fundraising practices, including ethics and best 

practice. 
● Work experience in a not for profit, values-based organisation. 

 

 

 

 

Your Key Personal Attributes  



You will: 

1. Be committed to WWF’s values and enthusiastic about building a future where people 
live in harmony with nature. 

2. Be committed to the Treaty of Waitangi and the Equal Employment Opportunities 
principles. 

3. Have a deep understanding of, and be excited about, the power and value of data and 
analysis.  

4. Be enthusiastic about sharing data insights with team members to progress the business.   
5. Be detailed and accurate; able to think things through to their logical conclusion but also 

be curious and test the thinking to spot unusual trends and see what’s happening behind 
the numbers.  

6. Be able to quickly grasp and interrogate data/analysis briefs, deliver insightful and 
thorough results to match the brief, and explain your findings effectively in both verbal 
and written forms (sometimes to people who don’t have data/statistical understanding).   

7. Be self-motivated, positive and proactive, able to use initiative.  
8. Be solutions-focussed, able to persevere when faced with obstacles, show resilience and 

flexibility to achieve desired outcomes.  
9. Be able to work both autonomously and collaboratively, and know which approach is 

appropriate at different stages of a project.  
10. Have the ability to perform in a fast-paced environment, able to juggle competing 

priorities and under tight deadlines.  
11. Look for ways to increase efficiency in our work, be enthusiastic about and able to 

automate data processes to speed things up.  
12. Have a strong desire to keep learning, adapting and improving, taking on new 

professional skills, taking and giving feedback constructively, seeking out and 
implementing best practice in your work.  

13. Be committed to working in a small team environment and in the NGO sector. 
14. Be eligible to work in New Zealand.  
 
 

 
 


