
 

 

Terms of Reference: 
CRM and Grant Support 

1. Introduction 

We are looking for someone who can provide temporary support to help with the 
development and roll-out of Conciliation Resources’ new contacts, grants and M&E 
system (Podio). This system will enable improved organisational communication and 
information management around funding and donors. 

We need someone for a four-month period who is able to assist with carrying out 
detailed data export, cleaning and import to the new system and data entry for new 
information. As well as carrying out system testing and improvements, and 
development of a user manual and training materials. 
 

2. Organisation information 
Conciliation Resources 
Conflict is difficult, complex and political. The world urgently needs to find different 
ways to respond. Conciliation Resources is an international organisation committed 
to stopping violent conflict and creating more peaceful societies. We work with 
people impacted by war and violence, bringing diverse voices together to make 
change that lasts.  

For over 25 years, we have been making peace possible. We currently have over 60 
full and part-time staff members, working mainly out of the London and Australian 
offices. We work with over 70 locally-based and international partners worldwide. 
 

Fundraising and Communications team  
The Fundraising and Communications team currently consists of six members of 
staff at different levels, who work across a broad range of activities. In addition to the 
Director of Fundraising and Communications, the team has three dedicated staff 
members currently focused on donor relationship management and fundraising, and 
two on communications.  

The Fundraising function is responsible for management of Conciliation Resources’ 
strategic funders, the generation of unrestricted income and providing fundraising 
support to the wider organisation. The majority of funding currently comes from 
government grants and this will remain a key focus, with some time also spent on 
developing new funding streams – such as trusts and foundations, high-value 
individual donors and corporations. 

 



 

 

The Fundraising and Communications team work closely with other staff members 
across Conciliation Resources to provide specialist support and advice to colleagues 
and to develop and implement strategies. 

New CRM and grants system 
We currently have a challenge in how we manage donor and other contact 
information and data around our various grants, with each team having different tools 
and processes and no coordinated way of easily finding out an overview of certain 
donors or funding.  

The new system will be built using Podio, and will consist of a contacts/CRM aspect, 
grant administration aspect and MEL aspect. It will enable all contact, grants and 
other information to be stored and accessed centrally, assisting with the coordination 
of information and management of specific grants and donor relationships. 

3. Deliverables 
The development of the new system is currently being led by the Senior 
Development Manager. As external developers begin to build the platform, we are 
looking for some support to smoothly manage and input data into the system, and 
help with the ongoing development and roll-out of the system. 

A. Data Management 

• Gather and clean old contact, organisation and grant data, consulting with 
Conciliation Resources’ staff as needed, including pulling data from the old 
contacts database. 

• Enter old and new data into the new system. 
• Set up and start using reports on Podio to analyse organisational fundraising 

trends, specific grants and donor information. 

B. System and processes 

• Pilot and test Podio as Conciliation Resources’ new contacts, grants and 
M&E system. 

• Coordinate staff user-testers of the new system (before wider roll-out) and collate 
and address feedback. 

• Based on testing and feedback, work with developers/others to make 
changes or improvements accordingly. 

• Develop a system manual and training materials for staff.  
• Encourage usage of the new system and develop ideas to help embed it across 

the organisation. 

4. Knowledge, Skills and Experience 
Knowledge and experience  

• Experience of working with grant management or CRM IT systems. 
• Experience in data handling and dealing with large data sets. 



 

 

• Administration experience, including a proven track record of successfully 
maintaining databases and office records. 

• Experience of writing for different purposes and presenting information 
clearly. 

• Experience of working in an office taking the initiative and multitasking as part 
of a complex, varied and, at times, heavy workload. 

• Cross-cultural sensitivity and appreciation. 
• Experience of working in or with an international NGO. 
• Understanding of basic fundraising practices, approaches and environment. 

Skills and Attributes  

• Excellent numerical and analytical skills. 
• Strong computer and IT skills, with good command of Excel. 
• Outstanding attention to detail, with the ability to stay focused in the face of 

complex detailed tasks. 
• Excellent English verbal and writing skills (essential), with the ability to 

communicate and summarise complex information clearly. 
• Patient, flexible character with a positive attitude and the ability to adapt to an 

evolving business and working environment. 
• Strong interpersonal and relationship-building skills, with the ability to work 

collaboratively, listen to and influence others.  
• Strong organisational and planning skills with the ability to coordinate 

information and work on processes involving multiple people/teams. 
• Commitment to Conciliation Resources’ goals, values, work and approach. 

 

5. Budget and timeline 
 
We will need someone who can do approximately 48 days-work over a period of four 
months, at a rate of £150 p/day. 

We would like this to start in early January 2021.  
 

6. Application process 
If you are interested in this consultancy, please email a copy of your CV and provide 
a (maximum 2 page) summary of your suitability for the assignment to: 

Katie Allen-East, Senior Development Manager: kalleneast@c-r.org  

By: 29 November 2020 

Please also contact Katie with any questions about this opportunity. 

 


