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Position Description 
 

POSITION DETAILS 

 

 

Position Title: Database Officer 

   

Reports To:   Database Manager Division: Operations 

Status: Full Time Location: Brisbane 

 
 

ORGANISATION OVERVIEW 

 
Youngcare is a not-for-profit organisation spearheading powerful and positive change to help 
more young people with high care needs, live the lives we all deserve. There are simply too many 
young people in Australia being left behind, living in inappropriate and unacceptable housing. It is 
an issue that spans the corners of the country, yet it’s so close to home. 
 
For 12 years, we have been fighting to make a difference to the lives of young people with high 
care needs and the loved ones who care for them. Our fight continues. 
 
Youngcare is leading much-needed change in the disability housing sector. With the insight and 
experience of the people we help firmly steering us, we are rallying change makers across the 
country — industry, government and community — to shape a national solution. Together, we 
will make an impact. 
 
Young people with high care needs deserve this freedom. To choose where they live. To choose 
who they live with. To choose how they live their lives. It’s a freedom we all deserve, which is 
why it’s up to all of us to make sure it happens. 
 
Together, we are a powerful voice for positive choice.  
 
Youngcare’s programs: 
 
There are currently four Youngcare Housing Solutions completed, with Apartments at Sinnamon 
Park, Brisbane, and Coomera on the Gold Coast, a Share House at Wooloowin, and apartments at 
Albany Creek, Brisbane. These housing solutions provide relevant and age-appropriate care for 36 
young people with high care needs.  
 
Our Youngcare At Home Care Grants provide micro-grants to young people at high risk of 
entering aged care. Funding items as simple as equipment, home modifications or emergency 
respite can mean the difference between staying at home and moving to inappropriate housing 
such as aged care. Additionally, Youngcare’s Home Soon Grants provide funding to enable a 
young person living in inappropriate housing to move back to their own home or to more 
appropriate housing.  
 
Youngcare Connect is a dedicated information and support phone service, helping young people, 
their families and carers navigate the disability system. Youngcare also conducts research to 
further understand and meet the needs and aspirations of young people with high care needs.  
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POSITION OVERVIEW 

 
Reporting to the Database Manager, this position will provide timely, accurate and efficient 
service to internal (Youngcare team) and external stakeholders (supporters/donors).  
 
This role is responsible for database maintenance, processing of donations and receipting as well 
as income reconciliation.  The Database Officer also provides assistance to the fundraising team. 
 

KEY ACCOUNTABILITIES 

 
Gift Processing & Income Reconciliation 
 

 Processing, data entry and receipting gifts and event registrations according to established 
procedures and coding protocols 

 Processing of monthly recurrent donations 

 Entering and processing EFT payments including fundraising and events income 

 Cash counting and banking money 

 Reconciliation of income to bank statements 

 Reporting of income to Finance team within established timeframes 

 Produce regular reports and keep team members informed when donations are received in 
their area 

 Maintain up to date and accurate hard copy and electronic files on donors and prospects in 
accordance with legislative requirements 

 
Database Administration 
 

 Ensuring database is maintained to a high standard 

 Ensuring that all active programs have a constant supply of relevant reports and information 

 Importing and exporting of data, writing queries and retrieving records 

 Preparing mailing lists in consultation with the Marcomms team 

 Assisting staff with the daily use of the Raiser’s Edge database, including providing guidance 
and troubleshooting where necessary 

 Updating donor records from information received via appeal mail returns 

 Maintain accurate donor information in Raiser’s Edge without duplication and ensure all 
communications and actions are recorded 

 Handling, responding to and investigating queries regarding donations 

 Providing advice to staff on data capture in line with best practice 

 Maintaining database procedures and user guides 

 Assisting the Fundraising team in additional activities such as donor engagement 

 Other duties as reasonably directed by the Database Manager 
 
 

Workplace Health & Safety 
 

 Compliance to Youngcare’s Workplace Health and Safety Program, ensuring safe work 
practices, procedures, and instructions are adhered to at all times 

 Work in a manner which ensures the health and safety of yourself and others 

 Participate in training 

 Report or rectify any unsafe conditions that come to your attention 
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Key Relationships: 
 
Internal: 

 Database Manager 

 Fundraising team 

 Finance team 
 

External: 

 Youngcare supporters and donors 
 

KEY SELECTION CRITERIA 

 

 Demonstrated experience in using a fundraising database or similar (experience using 

Raiser’s Edge database is highly desirable) 

 Competency in data entry with a high level of accuracy 

 Strong communication skills with the ability to develop and maintain relationships with a 

range of stakeholders 

 Demonstrated experience in data processing, batching and receipting of income (experience 

in the not-for-profit sector is highly desirable) 

 Ability to reconcile data against month end and end of year financial accounts 

 Excellent organisational, planning and time management skills with the ability to meet 

deadlines 

 Exercising sound judgement, initiative, confidentiality and sensitivity to complete tasks 

 Demonstrated ability to use the Microsoft Suite of products 

 

OTHER INFORMATION ABOUT ROLE 

 

 Initiative, creativity and confidence to develop new relationships 

 Dedicated team player 

 Strong social values and inspiration to make a difference 

 Commitment to Youngcare’s mission and values 

 Some out of hours work may be required  

 Current drivers licence 

 Satisfactory finding of a national police check  

 

For further information or to apply for this position, please email careers@youngcare.com.au 

 


