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JOB DESCRIPTION 
 
 
POST TITLE:  CRM & Marketing Executive  
 
RESPONSIBLE TO:   Digital Marketing Manager 
 
HOURS:  37.5 hours per week 
 
TERM OF POST:  Permanent 
 
PROBATIONARY PERIOD:  3 months   
 
LEAVE ENTITLEMENT:  25 days annual leave per annum exclusive of 

Bank Holidays  
 
SALARY:  Competitive 
 
 
ABOUT THE CHARITY 
 
Established in 2000, Caudwell Children is a national charity which works to 
transform the lives of disabled children and their families, enabling them to 
challenge the barriers they face throughout childhood by providing practical 
and emotional support.  
 
The charity is going through an exciting period of growth having recently 
opened a new state-of-the-art facility for multi-disciplinary therapy 
programmes for childhood disability and research of neurodevelopmental 
conditions, including autism, within the grounds of Keele University. 
 
It provides a state-of-the-art base for the Charity’s therapies and an 
environment where ground-breaking research can be undertaken, potentially 
changing the way some disabilities are treated, affecting millions of people 
around the world.  This is a fantastic and exciting opportunity to join a 
dynamic and fast moving Charity at a time when it will attract national and 
international attention. 
 
PURPOSE OF THE POST 
 
We are currently seeking a CRM Executive Officer to play a key role in Caudwell 
Children’s communications, ensuring we deliver a customer focussed 
approach both on and offline.  You will ensure we nurture customer journeys 
and deliver an experience that leads to loyalty and advocacy for all customers 
of the charity including beneficiaries, event participants, donors and partners. 
You will support the other teams in building relationships, including delivering 
training across the charity to embed the CRM (Raiser’s Edge) in relation to the 
roles and responsibilities of relevant members of Staff.  As such, you will have 
excellent influencing and communication skills.  
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You will champion email communications, with data analysis and email 
segmentation a key part of your role.  You will advise all departments on their 
email strategy and implementation.  You will become a super-user of our in-
house CRM system.  You will also be the first point of contact in regards to 
‘trouble-shooting’ issues linked to the CRM system, which will include dealing 
with data protection questions across the whole span of the charity. It is 
essential that you are a confident and capable communicator who can 
engage with all roles within the charity and offer appropriate challenge where 
necessary.  
 
DUTIES AND RESPONSIBILITIES 
 
This is not an exhaustive list.  The post-holder will be required to undertake 
any tasks commensurate with the job title and grading of the post.   
 
CRM Duties 
 
 The post holder will support the charity in the effective and efficient use of 

the CRM system and in doing so bethe ‘go to’ person for support and 
guidance.  

 Develop and deliver across the charity a comprehensive training 
programme that encompasses essential elements of the CRM programme 
and GDPR.  

 Provide CRM inductions for all new users and training for existing 
employees where required. 

 Contribute to the maintenance of the appropriate risk register in regards 
to CRM and GDPR issues. 

 In the absence of the Director of Marketing and Communications ensure 
that the Executive team are kept fully briefed in regards to progress and 
stresses in relation to CRM and GDPR issues. 

 Be the point of contact for the charity with the CRM supplier.  
 Keep up to date with emerging themes and issues associated with Raiser’s 

Edge and GDPR. 
 Become an expert on GDPR and advisor to the business, advising 

employees including Directors throughout the charity. 
 Create and implement on and offline customer loyalty initiatives. 
 Work with other teams within the charity to drive a customer centric 

approach. 
 Create new and innovative ways of engaging with our customers and 

retaining their support. 
 Grow and support income generation methods through CRM. 
 Use audience research and insight to assist in the development of CRM 

activity and content to ensure user needs are met. 
 Work with the Director of Marketing and Communications to create and 

deliver the email communication.  
 Working with the Director of Marketing and Communications, champion a 

customer first approach with colleagues across the organisation and 
support staff in taking a user-centric and data-driven approach in their 
work. 
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 Become a super-user of our in-house CRM management tool and 
champion its use to lead on customer management and retention 
throughout the whole charity. 

 Analyse data looking at retention rates and using results to drive 
improvements. 

 Ensure CRM is considered as a part of every marketing campaign.  
 Support other teams on the correct collection and management of data in 

line with GDPR regulations.  
 
Marketing Duties 
 
 Work with the in-house comms, digital marketing and design team to 

ensure activity is integrated into marketing campaigns as well as stand 
alone activity to drive advocacy. 

 Creating and editing new and existing website pages. 
 Creating and editing online forms and setting up customisable 

notifications/PayPal streams and campaign monitor streams. 
 Website administrator role - updating security passwords.  
 Copywriting for email marketing and offline customer experience 

communication, ensuring we talk about the Charity in a compelling way 
with a consistent tone of voice.  

 Email marketing campaigns - newsletters/supporter journeys. 
 Grow the marketable database with relevant contacts and champion 

segmentation to ensure communications are targeted and relevant. 
 Ensure consistency of message across the website and other touchpoints 

working in collaboration with the communications team. 
 Extracting marketable data from multiple sources (enquiries, just giving 

reports, web forms, paper forms). 
 Managing subscriber lists and databases used for marketing purposes and 

segmenting them. 
 Analyse and report on campaigns vs objectives and make decisions based 

on results. 
 Weekly reporting for the team – income, PR, social media, ads, digital and 

email marketing.  
 Monthly Board reporting. 
 Internal communications – create the internal newsletter in liaison with 

various departments and HR. 
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PERSON SPECIFICATION 
 
Essential Criteria 
 
 Educated to degree level or equivalent in marketing or a business studies 

degree with a significant degree of marketing modules. 
 IT literate and fully proficient with basic Microsoft packages. 
 Email marketing experience – development of supporter journeys for new 

and existing supporters. 
 Experience of working with a variety of social media platforms in an 

organisation or professional environment. 
 Good knowledge and understanding of the principles of email marketing. 
 Strong copywriting skills with the ability to write engaging and emotive 

copy. 
 Excellent communication skills, both written and verbal. 
 Keen attention to detail. 
 Excellent organisational skills, able to plan and coordinate work, ensuring 

deadlines are met. 
 Passionate about digital, email and data marketing. 
 Strong team player. 
 Experience of working as part of a team to achieve objectives. 
 Managing own workload and effective prioritisation of tasks. 
 Organised and able to manage a busy workload with multiple campaigns 

and deadlines.  
 Enthusiastic ‘can do’ attitude. 
 
Desirable Criteria 
 
 Experience managing web content and using a CMS. WordPress 

experience would be highly beneficial. 
 Reporting experience. For example, using Google Analytics/reporting on 

social media/email marketing activity. 
 Writing for the web experience and ability to create effective user 

focussed digital content. 
 Strong analytical skills.  
 Experience of working with a wide variety of stakeholder groups (internal 

& external). 
 Experience of working in the Charity/Third Sector would be 

advantageous. 
 Experience of working in CQC/ISO regulated organisations would also be 

advantageous. 
 Occasional UK travel may be required.   
 Some flexibility to meet the needs of the business may be required. 
 A general knowledge of Health & Safety regulations would be 

advantageous.    
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DISCLOSURE AND BARRING SERVICE CHECKS 
 
The Charity is committed to safeguarding children and young people and 
therefore adopts a safer recruitment approach through a robust recruitment 
and selection process.  All posts within the Charity are subject to DBS checks, 
in line with the Rehabilitation of Offenders Act (1974).  Dependent on the role, 
one of the following DBS checks will be carried out: 
 
 Standard disclosure 
 Enhanced disclosure 
 Enhanced disclosures with children’s and/or adults’ barred list check(s):   
 
This role is eligible for a Standard disclosure DBS check. 
 


