
 

Fundraising Officer  
Job description 
 
Starting salary:   £21,000 - £25,000 depending on experience 

Hours:   Full-time: 35 hours a week (we can offer flexibility on how these are worked) 

Location:  London (Spitalfields, E1)  

Reporting to:  Head of Fundraising 

Start date:  Immediate start 

Benefits:  Pension scheme: 3% salary sacrifice is met by a 5% contribution from Switchback   
Holiday: 25 days additional to bank holidays, rising with service to maximum of 30 days 
Employee training budget 
Employee referral bonus scheme (£200) 
Flexible working policy 
Childcare vouchers (Kiddivoucher scheme) 
Holiday buy-back salary sacrifice scheme, after 2 years of up to 10 days holiday 

 

 

About Switchback 
 

Switchback is an award-winning charity helping young Londoners to find a way out of the justice system and make 
real-lasting change in their lives. We provide intensive one-to-one support either side of the prison gate alongside 
real-work training after release, supporting 18-30 year-old men (Trainees) to build a stable life they can be proud of. 
 
Established in 2008 in the heart of East London, we provide one thing for our Trainees: a consistent, transformative 
relationship lasting as long as it takes.  
 
In the world our Trainees live in, relationships come and go, but at Switchback we are proud to offer support that is 
both intensive and long term. It is for that reason that to date, Switchback has operated without any government 
funding, allowing us to take a holistic approach to our work with each Trainee, ensuring they get the best outcome 
for them. And it works: Switchback Trainees are five times less likely to reoffend than other offenders  
(9% vs 49%). Read more at www.switchback.org.uk. 
 
With over 11 years’ experience of successfully supporting young men through the justice system, there has never 
been a more exciting time to join our team. In 2019, Switchback were the proud winners of the Longford Prize and 
shortlisted for Charity of the Year (under £1m) by the Charity Times Awards.  Our Strategic Plan 2019-2021 outlines a 
solid route-map not only to support more young men than ever before, but also to inspire change across the justice 
system.  
 
If you are someone looking to play a vital part in an impactful, values-led organisation doing meaningful work to help 
young men live completely different lives, we’d like to hear from you! 
 
Switchback is committed to diversity in all that it does and wants to receive applications from every part of the 
communities we serve, particularly from BAME people and those who have lived experience of the criminal justice system. 
All appointments are made on merit 

 
 
 
 
 

http://www.switchback.org.uk/
http://www.switchback.org.uk/
https://www.switchback.org.uk/real-lasting-change-switchbacks-new-strategic-plan/


 

About the role 
 

We are a close-knit team of thirteen based in a bright, colourful office near Spitalfields Market – just opposite 
the café where half of our Trainees work after they are released from prison.  We are looking for a bright, 
individual who loves working with precision and has energy and a great sense of humour, to join our busy and 
dedicated team.  
 

The successful candidate will need to be a self-starter with amazing attention to detail and excellent communication 
skills who is also confident and flexible. You will be an experienced administrator who loves showing initiative, and 
who wants to develop within a small fundraising function as part of a growing, impactful organisation with big 
ambitions.  
 
Under the leadership of the Head of Fundraising, you will be the first point of contact for all donations coming into 
Switchback, making sure that our large base of Switchback donors receives the highest level of attention, ensuring 
each person feels part of our journey and in turn, continue to give their much-valued support.  
 
The Fundraising Officer role will provide an opportunity for you to build on your already superb administration skills 
and develop your ability to build relationships and communicate confidently about Switchback to a wide range of 
audiences.  
 
The key focus will be on keeping on top of our extensive database of donors and supporters, ensuring they each 
receive tailored and regular responses including: timely thank you receipts, reports and updates which relate to their 
donations. You will input, track, and maintain this detailed information using our CRM database, Salesforce. You will 
be confident in making connections with different forms of information and joining the dots so that our systems give 
a clear picture of each donor journey. 
 
This will also be an opportunity for you to get to know our donors and supporters, building relationships with them 
to ensure they know they’re valued for the support they provide. Staying on top of systems and deadlines and 
appreciating where fundraising fits into the wider picture at Switchback will be crucial.  
 
As ever with Switchback, the most important thing is that you care about and understand the value of Switchback’s 
work with prison-leavers and are a good fit with our small, upbeat and busy team. 
 

Key responsibilities 
 
 Act as first point of contact for all donors at Switchback  

 Maintain fundraising database to maximise efficiency and enable effective administration using Salesforce 

 Produce individual donor correspondence, standard reports and other fundraising communications 

 Research and identify trusts, foundations and awards likely to consider applications from Switchback  

 Support Switchback’s small portfolio of corporate and restaurant partners 

 

Person specification 
 

Experience 

 Experience of accurately logging/recording a variety of written and numeric information  

 Experience of following and improving processes and systems to improve efficiency 

 Experience of tailoring information to different audiences  
 

 

 



 
Skills 

 Outstanding attention to detail with commitment to high quality and consistency 

 Administration skills  

 Management of systems and processes 

 Excellent written skills with the ability to adapt and present the same information appropriately to different 
audiences 

 Excellent communications skills, confident relating to a wide variety of people 

 Excellent IT skills including Word & Excel and databases 
 

Professional attributes 

 Genuine enthusiasm for Switchback’s work 

 Loves to use initiative and make connections with information  

 Effective time management skills and flexibility: an ability to effectively deal with changing priorities and work to 
multiple deadlines  

 Self-motivated and committed to personal development 

 Show positive energy, enthusiasm and a sense of humour  

 Collaborative approach to achieving organisational goals 
 

Desirable (not essential) 

 Experience of using Salesforce or other CRM databases to accurately record and report information 

 Experience of working in a fundraising and/or income generation team 

 Experience of building professional relationships  

 Experience of giving presentations  

 Knowledge of the issues facing young people leaving prison 

 

Job description 
 
Fundraising (Trusts, Foundations & Individual donors) 
 

 Under the leadership of the Head of Fundraising act as first point of contact for all donations coming into 
Switchback, fielding back to her where necessary  

 Oversee diary management of donor meetings 

 Work with the Office Manager to ensure incoming donations are processed correctly (funds banked, donor 
thanked and files updated) 

 Communicate with donors by sending thank you letters, regular reports and other communique’s 
maintaining Switchback’s strong reputation of high-quality work, ethos and friendly tone 

 Be responsible for recording all funding, grant and report requirements on to our database, ensuring it is up 
to date with all donor and contact information 

 Maintain and keep the Head of Fundraising aware of all applications and reports due each month  

 Work with the Data & Impact Coordinator to populate data into reports 

 Identify, research, and maintain information on new trust and foundation prospects on Salesforce 

 Research and apply for awards that build Switchback’s reputation and highlight our impact 

 Support and record community fundraising events (e.g. Hackney Half Marathon and other JustGiving 
fundraisers)  

 Provide support for occasional fundraising events such as philanthropy breakfasts, dinners and one-off larger 
events that facilitate income generation  

 Maintain the donor filling systems  

 In time, attend donor, trust and Livery Company meetings and events on behalf of Switchback 
 
 
 
 



 
Corporate Fundraising 
 

 Manage a small portfolio of corporate partnerships including: day to day relationship management, 
stewardship, support and attending meetings where necessary  

 Work with the Communications Coordinator to promote our partners through social media and 
communications  

 Work with Delivery team where employer partners have potential to become funders 

 Seek and make the most of any opportunities where corporate relationships/partnerships could lead to 
income generation 

 Provide support with partner events and involvement  
 

Other 
 

 Support the Head of Fundraising with other duties as required 
 
 
Please note that due to our limited resources, we are only able to respond to applicants selected for interview. 
Thank you for your interest in Switchback 


