
Data & Supporter Care Executive 
 

 

• Central location in the Sydney CBD, near public transport. 

• A friendly and supportive team environment. 

• Opportunity to make your mark by championing management of the CRM and 
donor relations 

• Hybrid 3:2 opportunity 
 

Legacy is an iconic Australian charity dedicated to supporting veterans’ families. We 
provide social, financial, and emotional support to the 43,000 partners, children, and 
dependants of veterans who have lost their lives or health as a result of their service 
to our country. 
 
An opportunity has arisen to join Legacy’s Fundraising Team as the Data & 
Supporter Care Executive.  Reporting to the Relationships Fundraising Manager, you 
will be responsible for maintaining Legacy’s CRM – Microsoft Dynamics.  This is an 
exciting period to join the team as we roll out the latest version of Microsoft 
Dynamics 365 this year.   Your role will assist Legacy to maintain our CRM, and also 
to provide customer care to our donors and supporters.  You will be an integral part 
of the development of the new CRM and adopting new features and tools that may 
not be currently available, including the new AI tools.   
 
This role will suit someone with a high attention to detail and passion for data to 

ensure that our record keeping for our donors and supporters is updated in a timely 

manner with consideration for our legal obligations as well as managing the 

information required for reporting and analysis.  Your daily duties will include 

processing of donations, data hygiene, data analysis, data entry, pulling data 

extractions for various campaigns and reporting.  As we roll out the new CRM, you 

will liaise closely with the Fundraising and IT teams to support the needs of the team 

and seek to improve the functionality currently available.  

This role is a hybrid opportunity with three days in the office and two days working 

from home with a designated day where all team members are in the office.  Located 

in new premises on Clarence Street, Legacy is close to public transport. All 

fundraising team members take part in our Annual Legacy Week fundraising 

activities and this role may require occasional after-hours work. 

Your responsibilities will include: 

• Updating data in Microsoft Dynamics including donations and daily 
reconciliations and updates 

• Donor relationship - liaising directly with donors and supporters 
• Manage the ongoing development of the coding for Appeals and Campaigns 

to allow appropriate analytic reporting 
• Develop and maintain a data hygiene program for the CRM 
• Update process and training documents for the organisation on donation and 

CRM updates, reporting as required 
• Provide recommendations to the Team from data analysis 



• Prepare monthly report update for the team with detailed end of campaign 
and end of year analysis reports 

• Assist in rolling out the new upgrade to Microsoft Dynamics 365 with 
consultation to the IT Committee.  

• Maintain pipeline reporting 
• Introduce data profiling to gain key insights and use this to guide future 

acquisition and retention strategies using the current and new CRM.  
• Work closely with accounts team and other key stakeholders to process 

donations and information in the CRM. 
• Work with team to pull donor and supporter lists for acquisition, retention and 

other campaigns 
 
To be considered for this role you will have the following: 

Essential 

• Relevant qualifications and/or experience in fundraising, marketing, 
communications or a related field. 

• CRM management, Microsoft Dynamics a benefit but not essential  
• Exceptional data processing skills with attention to detail 
• Excellent interpersonal skills and proven ability to engage in building and 

maintaining relationships with internal/external stakeholders. 
• Ability and experience in seeking opportunities to maintain and improve the 

data maintained in the CRM 
• Strong data analytics and reporting skills  
• Intermediate Microsoft Office skills, particularly PowerPoint and Excel. 

 
Highly Regarded 

• Highly developed organisational skills, process driven with the ability to 
establish priorities and meet deadlines. 

• Previous experience working with confidential records and information. 
• Sound knowledge of the not-for-profit sector. 
• Demonstrated ability to develop reporting 
• Demonstrated experience improving data hygiene and data entry 
• Knowledge of Microsoft dynamics. 

 

Staff members receive an annual leave day on their Birthday as well as an additional 
picnic day during December. 

Please submit a cover letter outlining your interest and suitability for this role along 
with an up-to-date copy of your resume to Lucette Harper at 
lharper@legacyclubservices.org.au 

Applicants will be required to undertake a Police Check and Working with Children 
Check.   

All new employees must provide proof of vaccination and residency status in 
Australia and employment is subject to the provision of these documents. 


