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DATABASE Manager (35 hrs per week,) 
 
Job description 
 
Koestler Arts is the UK’s best-known prison arts charity. Our aims are: 

• To help offenders, secure patients and detainees lead more positive lives by 
motivating them to participate and achieve in the arts. 

• To increase public awareness and understanding of arts by offenders, secure 
patients and detainees. 

• To be a dynamic, responsive organization, which achieves excellent quality and 
value for money. 

The charity exhibits, awards and sells artwork made by prisoners, secure patients and 
detainees. Koestler Arts is based outside HM Prison Wormwood Scrubs in West London, 
where the small team co-ordinates and promotes the awards scheme, 3 exhibitions a 
year, publications, a mentoring programme, sales of visual artwork and fundraising.  
The arts team processes the thousands of entries to the annual Koestler Awards 
scheme for judging, feedback, exhibitions and other forms of display. It is also 
responsible for returning all the entries back to the entrants, certificates, sales, 
handling queries from entrants, tutors and the public. 

The 2020 Koestler Awards deadline will be in April. Thousands of entries will have 
arrived and these will need to be logged into our database accurately and quickly 
before our judging and curating processes begin. 

Koestler Arts is going through a period of change in order to improve the efficiency and 
effectiveness of the charity, and the smooth running and intelligence that our data can 
provide to us will be central to our success. The role of Database Manager is a new role 
to support and be at the heart of this change. 

Salary: £ 29,375 pa initially for a period of 18 months  

Hours: 35 hours a week, Mon – Fri 9 am to 5 pm or 9.30 am to 5.30 pm  
(with 1-hour lunch break).  We are happy to discuss flexible working 
arrangements which suit the demands of this managerial role. 
 

Line manager:  Chief Executive – Sally Taylor 

Duration of 
contract: 

18 months initially, following a probationary period 

Base: Koestler Arts Centre, 168a Du Cane Road, London W12 0TX  
(adjacent to Wormwood Scrubs Prison, near East Acton tube station). 

Holidays:  25 days per annum (pro-rata) 
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Main aims of the post 
 
The Trust is looking for an experienced Database Manager to take lead responsibility for 

the administration of the database. They will through its efficient use and in the creative 

use of reporting, help drive change in the charity to better support its beneficiaries. This 

will include in particular, database and IT improvements and in the reduction in the time 

taken to administer the Awards cycle.  

1. To undertake the accurate and efficient processing of data onto the database on all  
our annual awards entrants, ensuring confidentiality and adherence to data protection 
policies. The post-holder will be required to manage a temporary staff member to assist 
them in this. 
 
2.      To make a major contribution to the efficiency with which the annual Awards are 
processed, and to collaborate with and manage others in finding ways to reduce the time 
taken to process and respond to entries so that the charity can improve entrants’ and 
other stakeholders’ experience of our work; increase its reach; and reduce administrative 
costs. 
 

3   To oversee and contribute the majority of entries to the Database, to ensure the 

accuracy of the database entries, and to produce reports, certificates and mailings from 

the database for the beneficiaries of Koestler Arts, and to respond to queries from 

entrants. 

4. To have a very high level of accuracy and commitment and to ensure that the 

Database is kept up to date. 

5. To manage and develop the whole team’s practice and train new Database users 

and to manage any part time staff and volunteers who will be inputting data. 

6         To produce reports to aid with the analysis of the success of the Awards and to 

generate new entrants/ and enhance other areas of the Trusts work, for example sales, 

establishment visits, marketing and communications 

7. To contribute data for Fundraising and other reports, and regularly for Board 

meetings, together with analysis of data which will enhance the management and 

effectiveness of the awards. 

8.        To be responsible for the dissemination and analysis of the annual Entrants Survey 

and Audience Surveys and other internally generated data to inform the work of the 

Trust. 

9.        To support on a regular basis the work of all areas of the Arts Response, Outreach 
and Education and Development teams and to be proactive in flagging challenges, 
problems or improvements and spotting opportunities to collaborate  across the 
organisation. 

      
General Duties alongside the rest of the Team 
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• To communicate the aims of Koestler Arts to the public, partners, stakeholders, and     
entrants       

 
 
 
 

• To help keep the Koestler Arts Centre clean, tidy, safe and well-presented at all times. 
 

• To participate in team meetings and regular one-to-one Support and Supervision meetings 
with line manager. 
 

• To assist with other practical and administrative tasks as and when required. 
 

• To follow the Koestler Arts procedures, e.g. for health and safety, data protection, and 
equal opportunities. 

 

• We particularly welcome applications from Black and Minority Ethnic Groups who are 
currently under-represented in our team. Due to the nature of our work, we also 
particularly welcome applications from people who have personal experience of 
imprisonment or community sentences. 
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Actively employing ex-offenders at  Koestler Arts 
 
At Koestler Arts we aim to help ex-offenders lead more positive lives, and we value highly 
the contribution that offenders themselves can make to our work. Our team includes ex-
offenders as paid staff and volunteers, and we often have serving prisoners with us on day 
license for work experience.  The ex-offenders benefit from new skills and confidence, 
and Koestler Arts benefits from the first-hand knowledge and experience of the people we 
aim to help. 
 
 
I have criminal convictions, will this affect my application? 
Not at all, we would value the extra insight you could bring – especially if you’ve 
experienced the arts in prison. We can offer a guaranteed interview, with feedback, to 
anyone who has been in prison or on a community sentence in the last 2 years and meets 
all the ‘essential’ points in the job specification. Make sure you give examples of how you 
meet these points – we need examples for each point to count. 
 
You will see on our application form that it is our policy that people with some criminal 
convictions will not be eligible for this role, due to working with personal data of young 
people and vulnerable adults. We will carry out a DBS check before the successful 
candidate commences work for us. Please don’t be put off by this unless your offence(s) 
may be inappropriate for the role. 
 
 
Does being in prison or on probation affect my application? 
If you’re in prison or on probation your application will need one referee to be a prison 
officer or probation officer who can tell us about your suitability for the role. If you are 
currently in prison, you and your referee also needs to tell us how this job would fit with 
your resettlement plan – e.g., when you will be able to start, where you will be living 
(affordable accommodation within commuting distance of the Koestler Arts Centre), and 
who will be giving you emotional and practical support outside work. 
 
 
Will being a serving prisoner or on probation affect my work with Koestler Arts? 
We will expect from you the same standards as we do from the rest of our staff: a high 
level of commitment, a passion for our work, excellent time-keeping, and a willingness to 
learn. We will however discuss with you how we can reasonably cater for probation 
appointments or other specific needs without affecting your ability to do the job. We 
would discuss with you whether you would like to tell staff and /or others about your 
offending background and a willingness to talk about this where appropriate would be a 
benefit to the charity. 
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Person specification 
 
Everyone applying for the job will be assessed against the following criteria.   
 
To be invited for interview, you will need to show on the application form how far you 
meet each of the numbered ‘essential’ points, and any of the ‘desirable’ points if 
applicable – with examples.   
 

Essential Desirable 
 

Qualifications  

 A levels, or equivalent, or other 
qualifications that are evidence of a 
thorough secondary level education. 

Further education qualification – in 
Database Management or similar Degree 
or HND. 

Experience  

 Experience of using IT in an office 
environment to send emails, write letters, 
and keep records 

 Recent personal experience of the 
Criminal Justice System. 

 Experience of database management 
including drawing down reports 

 

 Experience of inputting large volumes of 
data into a database, working to strict 
deadlines 

Experience of using a CRM database 

Knowledge  

 Strong numeracy and literacy skills   

 Knowledge of Microsoft Office   

 Understanding of issues around handling 
confidential information on offenders and 
vulnerable people 

 Knowledge of the British Criminal Justice 
system. 

 Current knowledge of GDPR legislation and 
how it applies to charities. 

 

Skills and Abilities  

 Excellent attention to detail – ability to be 
accurate when working with large volumes 
of data  

 

 Ability to analyse data and statistics and 
write short reports and recommendations. 

 

 To be proactive in suggesting changes and 
bring the team alongside them. 

 

Attitudes and Values  

 Excellent time-keeping and reliability  

 Enthusiasm for the aims of  Koestler Arts  

 A commitment to equal opportunities  
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How to apply 
 

Complete the application form.  Make sure you complete all sections of the form.  In Part 
5, the Supporting Statement, follow the numbered points of the Person Specification, 
showing how far you meet each point with examples. Return the form to us 9.00 am on 
Monday December 2nd 
Do NOT send us a CV or any other materials.  
 
We will let you know by Wednesday December 4th if you have been short-listed for 
interview. We are sorry that we cannot respond to all unsuccessful applicants as we are a 
small charity with limited resources. 
 
Interviews will take place on Friday December 6th at the Koestler Arts Centre. Invited 
applicants would be invited to spend up to 2 hours in the building for the interview, to 
meet our team and do some practical tasks. 
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Finance 
Officer  

Digital and 
Communications 

Officer 
 

Development 
Assistant 

 
 

Director of Arts 
 

 
 

Arts & Exhibitions 
Assistants x 2 

 

Board of Trustees 
 

 

Chief Executive 
 

Director of Outreach 
& Involvement 

 

Mentoring 
Co-ordinator 

 
Outreach  

Co-ordinator 
 

Arts and Outreach 
Officer 

 

Development 
Director 

 

 
Arts Co-ordinator 
 

Arts Team 
Assistant  

 
Data Entry 
Assistant 

(temp) 
 
 

General 
Manager 

 

Mentors 
Volunteers across 

the country 
x 65 

 
 

 
Arts Response 

Volunteers 
 

 

Judges 
C.130 volunteer 
awards judges 

 
 

 
Arts Manager 

 
Arts & Exhibitions 

Assistant 
 

Database 
Manager 

 


