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JOB DESCRIPTION: SALESFORCE DEVELOPMENT SPE-
CIALIST 
 
Job Title: 
 

Salesforce Development Specialist 

Hours: 35 hours per week (hours negotiable) 
Fixed three-month term 
 

Reports to: Head of Learning & Development 
 

Salary Banding: F4 
 

Location: 
 

Riverside House, Edinburgh or Pentagon Centre, Glasgow 
 
A trial hybrid policy will be in place for 6 months upon 
reopening of Corra workplaces. 

 
Job context 
Corra Foundation exists to make a difference to the lives of people and communities. It works with 
others to encourage positive change, opportunity, fairness and growth of aspirations which improve 
lives. Corra wants to see a society in which people create positive change and enjoy fulfilling lives. 

 
In 2020 Corra launched a ten-year strategy. It is long term because making a different on the big 
challenges will take time. At its heart is the strong belief that when people find their voice, they 
unlock the power to make change happen. 
 
Job purpose 
The role of Salesforce Development Specialist will work as part of the Learning & Development team 
to review and implement processes and procedures that will support developments of Salesforce 
including data management and staff training, in compliance with data legislation and the GDPR. 

The jobholder will report to the Head of Learning & Development, working closely with all members 
of the Learning & Development team as well as the various other foundation teams. 
 
As with other Corra staff, there will be the requirement to be flexible and to provide support for 
other aspects of Corra business as and when required. 
 

Structure 
An organogram showing Corra’s structure, and where this role fits, is attached at Appendix 1. 
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Main activities and responsibilities 

The postholder will work across four closely inter-related areas: 
 
• Assess, update and implement data and contact management procedures  

o Implement and co-ordinate a system of data cleansing aligned to Corra’s data management 
policies.  

o Provide support and produce guidance to support staff to conduct data cleansing tasks (con-
tacts, removing data from applications). 

o Review current contact management arrangements, implement new policies and procedures 
to support contact management aligned to GDPR requirements.  

o Identify simple to follow tools and guidance to support staff in understanding contacts. 
 

• Review, update and refresh the procedures, roles and process.  
o Reviewing all processes and workflows that are in place – re-mapping processes and work-

flows (providing an easy-to-follow catalogue of the steps for staff - what happens, when, etc). 
o Produce easy-to-follow workflow-diagrams (including roles, authorisation and delegation) as 

part of staff guidance and training. 
o Reviewing all communication templates, - ensuring consistent approach and language, 

streamlining templates (and mapping where fields can be added to personalise) and catalogu-
ing for people to follow.  

o Review and update of management system and protocols to help manage flow of new 
Salesforce developments including use of generic record types, change requests (e.g. add-
ing/adjusting new fields).  
 

• Refresh and co-ordinate tools, guidance and training  
o Work with Salesforce User Group/Management to understand current use and potential fu-

ture training needs.  
o Update the Salesforce shared directory to ensure information, guidance and training tools are 

relevant and useful for staff.  
o Identify, co-ordinate and catalogue short tutorial videos for staff ongoing training needs. 
o In consultation with staff refresh an update a set of organisational reports and dashboards for 

use across Corra (e.g. organisations with multiple grants, support and visit trends).  
 
• Scope and shape what ongoing staff/resource for Salesforce management  

o Liaising with relevant staff, map current Salesforce work patterns across teams.  
o Identify gaps in current activities that should be done on the system. 
o Identify and recommend ongoing measures to automate/streamline activities (including any 

add-on apps and cost implications for Corra e.g. PDF tools).  
o Work with Senior Management Team /Programme Leads to recommend any changes to on-

going Salesforce support resource and structure.    
 
Corra team 
Participate fully as a member of Corra’s team, demonstrating commitment to the organisation’s val-
ues, attending staff meetings, support and supervision sessions and training as required. If required, 
support the work and promotion of any other area of Corra’s business in fulfilling its strategic aims. 
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Relationships 
The jobholder will require to be in regular contact with  

o Salesforce User Group 
o Salesforce Support Worker 
o Finance team 
o Core Operations team 
o External Relations team 
o Corra’s IT management and Salesforce consultants 

 
Key skills  

 
• Highly proficient IT skills particularly in both the use of Salesforce as well as development and 

design 
• Experience of working with both Salesforce Classic and Lightening.  
• Excellent organisational skills and experience of designing processes and procedures. 
• Knowledge and experience of data protection legislation and the GDPR.  
• Ability to absorb and analyse a wide range of potentially complex information. 
• Ability to work independently, using own initiative, and as part of a team. 
• Ability to facilitate conversations to gather intelligence and information from a range of peo-

ple. 
• Ability to communicate complex information in easy and accessible ways.  
• Ability to work within strict timelines and manage competing priorities. 

 
Working conditions  
This role will be based at Riverside House, Gorgie Road, Edinburgh or Pentagon House, Washington 
Lane, Glasgow, with a flexible approach to carrying out an element of work from home.   
 
As a result of the government restrictions around COVID-19 all staff are currently working from 
home. 
 
The jobholder is line managed by the Head of Leaning & Development.  Regular support and 
supervision meetings will take place. 
 
Corra is committed to its staff, including through a focus on learning and development. Corra is a 
Scottish Living Wage employer, holds the Healthy Working Lives Bronze Award and is happy to 
consider flexible working. 
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