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Finance and Facilities Officer 
Job Description 

 

 
 

Join us at Switchback. 
 
We enable young men to find a way out of the justice system 
and build a stable, rewarding life they can be proud of.  
 
 
www.switchback.org.uk | @switchback_ldn 

Registered Charity Number 1125100 | Company Number 06615923 

http://www.switchback.org.uk/
https://twitter.com/switchback_ldn
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About Switchback 
 
Switchback was established in 2008 on the basis that it's often not the lack of opportunity, but rather 
a lack of confidence, knowledge and continuity of support that prevents prison-leavers from 
overcoming challenges and realising their options. 
 
Since 2008 we've helped hundreds of 
young men, Switchback Trainees, leaving 
London prisons to build stable, 
rewarding lives they can be proud of. We 
provide intensive 1-to-1 support 
alongside real-work training after 
release. Our support begins in prison and 
lasts as long as it takes, delivered by a 
team of full-time professional Switchback 
Mentors who help Trainees make choices 
that reinforce their initial commitment to 
change.  
 
Real-work training leading to a job after release is just one part of the Switchback process. We 
challenge and encourage Trainees to take control and make real, lasting change – a fundamental shift 
in mindset and lifestyle. This is new territory for most: a frank, non-judgemental relationship with 
someone there for them on a daily basis, helping to navigate the turbulent transition from prison to 
community. 
 
While nearly half of people released from prison nationally are re-convicted within a year and many 
are back inside within weeks, Switchback Trainees are five times less likely to return to custody. 
  
You will be joining a small, dynamic team at an exciting time of growth and development for 
Switchback. Switchback's work has been recognised in recent years with a number of accolades: 
 

• Winner Longford Prize 2019 

• Shortlisted Charity of the Year, Charity Times Awards 2019 

• Shortlisted Outstanding Organisation Criminal Justice Alliance Awards 2017 

• Winner Robin Corbett Award for Prisoner Re-integration 2016 
 
 
'People only do what they know, and that depends where you grow up. 
To me, I knew how to sell drugs. In my community it’s just normal to do crime. 
Switchback taught me and pushed me so much. I’ve learned to forget about crime. 
I’ve been shown a different route' 
 
Jordon, Switchback Trainee.  
Read more about Jordon’s journey here. 
 

  

http://www.switchback.org.uk/
https://twitter.com/switchback_ldn
https://switchback.org.uk/jordons-journey/
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Our Values 

 
Switchback’s five values cut through everything we do: 
 
1. Human. Keeping Trainees at the heart of everything we do. We build trust, confidence and 

independence in all areas of a Trainee's life. 
 

2. Authentic. Rolling with the ups and downs of real life. We prize integrity and honesty. We don't 
sell a dream; we're realistic about what it means to genuinely start over and the huge courage 
needed to change. We provide a space to learn from mistakes. 
 

3. Committed. Our commitment to Trainees is consistent and continuous, and for as long as it 
takes. We reject quick fixes. We do what we say we're going to do and coach our Trainees to do 
the same. 
 

4. Ambitious. We have high expectations and assume strengths, resources and abilities in Trainees. 
We don't do things for people – we challenge and encourage our Trainees to take control. 
 

5. Pioneering. We challenge Trainees and ourselves to move outside our comfort zones and we 
encourage adventure to learn and grow. As a charity we constantly seek to reflect and improve. 

 
 
“When I first came into Switchback I’d feel so uncomfortable I could hardly speak. Switchback totally 
changed how I thought about myself. I’ve learned that it’s not about taking the fast route, taking the 
long route is more beneficial in the end. I’ve done so much more than I thought I could.” 
 
Elton, Fashion student & former Switchback Trainee.  
Read more about Elton’s journey here. 

http://www.switchback.org.uk/
https://twitter.com/switchback_ldn
https://switchback.org.uk/eltons-story-from-gangs-to-the-koestler-trust/
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Job description 
 
Starting salary:  £26,000 – 28,000 per annum (pro-rota to 4 days pw; £20,800-£22,400 per 

annum) 
 
Contract type:  Permanent  
 
Hours:   4 days per week   
 
Location:  London (Spitalfields, E1), some travel required   
 
Reporting to:  COO   
 
Benefits: Holiday: 25 days additional to bank holidays (pro-rated for part time), rising 

with service to max of 30 days 
Pension: 3% salary sacrifice met by a 5% contribution from Switchback  
Employee training budget 
Employee referral bonus scheme 
Flexible working policy and family-friendly benefits 
Holiday buy-back scheme after 2 years (up to 10 days holiday) 

 
Application deadline:  Monday 19th April at 10am 
 
Interviews:   1st round: Monday 26th April; 2nd round: Friday 30th April.  
 
Start date:   ASAP 
 
How to apply:  Please read the full Job Description. Then email the following to 

jobs@switchback.org.uk with the subject Facilities and Finance Officer:  
1. Your CV 
2. Cover letter (max 600 words) 
3. A completed equalities monitoring form available here (this will be 

treated anonymously and separated from your application entirely).   
  
 
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 justice system. All appointments are made on merit. 
 

Role purpose 
 
Working with our new COO, you will have responsibility for the smooth day to day financial 
management of Switchback. You will be responsible for daily management of our Xero accounting 
software, ensuring this is kept up to date in a timely and accurate fashion. You will be responsible for 
managing all financial processes, such as payments, invoicing and bank reconciliations. You will work 
with the COO to produce our monthly management accounts, annual accounts and other financial 
reports. You will be responsible for the smooth, safe and clean functioning of our office and be the 
face of Switchback to Trainees and guests. This will include managing our office risk register and 
ensuring the space is safe. You will manage supplies, stock and resources to ensure the team they 
have the team have everything they need in their roles. You will be the first point of contact for 

http://www.switchback.org.uk/
https://twitter.com/switchback_ldn
http://switchback.org.uk/wp-content/uploads/2020/11/Switchback-Recruitment-Analysis-Form-2020.docx
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office relationships, including the landlord. You will work closely with the COO on any office 
expansion that we undertake.    

 
Key Responsibilities 

 
Financial administration and records management  

• Check bank transactions daily, ensuring that you are aware of every debit or credit running 
through the bank 

• Maintain financial ledgers on Xero, including purchase and sales ledgers 

• Pay invoices in a timely fashion – ensuring appropriate authorisation and coded prior to 
payment  

• Undertake BACs payments runs 

• Issue invoices to other organisations, and progress including chasing late payers 

• Support Firefly, who run our payroll  

• Work closely with the Fundraising Officer on donations tracking and recording 

• Work with fundraising team to submit annual gift aid claim to HMRC 

• Undertake regular bank reconciliations, and reconciliations between financial and 
fundraising systems, identifying and resolving discrepancies 

• Ensure thorough record keeping of income and expenditure for audit 

• Liaise with the bank and ensure signatories and details are always correct 

• Process weekly petty cash, ensuring all sundry items are recorded and evidenced 

• Processing of staff, trustees and Trainees expense claims, checking, obtaining authorisation 
and arranging payment 

• Liaise with colleagues in financial and accounting matters, including providing information, 
seeking clarification and answering queries 

• Ensure management of the asset register and keep accurate files of gifts in kind 

• Remain abreast of and comply with the organisation’s financial policies and procedures and 
data protection requirements 

• Support fundraising with budgets breakdowns for funding applications  

• Identify and explore opportunities to develop partnerships around procurement  
 
Financial reporting and accounts 

• Work with the COO to prepare monthly management accounts 

• Produce and distribute regular financial reports 

• Support the COO with the production of management accounts and ad hoc financial reports 

• Support the COO in developing financial systems and regular reports production 

• Support the COO in production of annual budgets and annual financial statement and liaison 
with the Auditors 

 
Smooth running of our office space  
 

• Act as the point of contact for guests to our office – setting a welcoming and friendly tone 

• Maintain the office premises, facilities and resources 

• Oversee organisation of shared area 

• When applicable, and working with the COO, oversee smooth and efficient office move  

• Research and order items on behalf of Trainees and staff (e.g. branded T-shirts, celebration 
gifts, vouchers etc), ensuring sufficient supply at all times  

• Keep stocks of stationery, stamps and refreshments etc 

• Lead and manage incoming and outgoing post 

http://www.switchback.org.uk/
https://twitter.com/switchback_ldn
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• Liaise with Fundraising Officer to ensure that they are aware of any new donations made so 
they can be thanked promptly 

• Responsibility for ensuring an environmentally friendly office environment and purchasing 
arrangements 

• Bank incoming cheques and complete income administration, liaising with Fundraising 
Officer 

• Act as main contact for all suppliers (water, cleaner, phone etc), insurers and managing 
agents for Norvin House 

• Ensure relevant Switchback policies and guidelines are reviewed regularly and have 
ownership of the office risk assessment  

• Act as the nominated Fire Safety Officer and First Aider for the office 

• Manage and monitor renewals such as insurance, lease agreement, web & domain hosting 
and applications for rate relief 

 
Other 

• Provide minute-taking support to the Finance and Resources Committee  
 

Person Specification 
 
We are determined to ensure that Switchback’s team is more representative of the young men we 
support, so we’re especially keen to hear from people from Black, Asian and Minority Ethnic 
backgrounds or with lived experience of the criminal justice system or poverty.  
 
You will be an outgoing individual, who is highly organised with excellent attention to detail. You will 
be highly numerate, with good experience of financial and facilities management. You will be keen 
to work in a small team and excited about the idea of helping others to be their best and putting in 
place systems and processes to make that possible. Above all, you’ll have a passion for Switchback’s 
ambition and purpose as a charity and a good understanding of the challenges and barriers faced by 
prison-leavers or people in poverty.  
 

Knowledge, qualifications and experience 
 

• Experience of financial administration (purchase and sales ledger, production of regular 
reports, bank reconciliations) 

• Knowledge and experience of accounting software, ideally Xero, and/or the ability to learn 
new software quickly 

• Will either have a vocational/technical qualification (e.g. AAT), or alternatively evidence of 
experience combined with short courses and on the job learning 

• Experience of office management  

• Understanding of and interest in the charity, or social enterprise sector 
 
Skills and abilities 
 

• Highly numerate 

• Excellent attention to detail and process management  

• Good time management skills and ability to deliver to regular deadlines 

• Proactive problem-solving approach 

• Team working and collegiate approach 

• Ability to build good working relationships with a wide range of people 

http://www.switchback.org.uk/
https://twitter.com/switchback_ldn
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• Ability to explain financial processes or queries simply and clearly 

• Expert use of ICT, specifically MS Excel and Accounting packages 
 
Personal attributes 

 

• Commitment to Switchback’s values  

• Passionate about Switchback’s ambition and purpose   

• Highly organised with an eye for detail  

• Comfortable with working across the whole team and with people from a diverse variety of 
backgrounds 

• Passionate about operational effectiveness and improvement  

• Able to understand and respect the need for the best interests of our Trainees always to 
come first  

• Prepared to adapt to the changing demands of a small charity 
 

 
 
Thank you 
 
Thank you for your interest in this role. Switchback is an organisation that transforms lives. It's a 
remarkable charity, doing remarkable work, with a remarkable team of all sorts of different people 
involved. We hope you might want to become one of them and we look forward very much to 
hearing from you. 

 
“I don’t know where I’d be without Switchback. They restored a lot of things. 
My faith, my trust, my mentality. You’re allowed to open up at a rate that works for you. 
You’re a person, not a plan. There’s so much to look forward to now. I used to see the world in a 
totally different light. I used to see it in black and grey, now I see it in colours” 
 
Michael, Chef and former Switchback Trainee 

http://www.switchback.org.uk/
https://twitter.com/switchback_ldn

