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Policy & Impact Officer 
 
Switchback is an innovative charity whose vision is that everyone has the opportunity to live a stable and 

fulfilling life as part of society.  We make it our mission to change the way offenders think about and 

participate in society, enabling them to lead stable, rewarding lives.  

 

We start to build relationships with 18-30 year olds whilst they’re still in prison and after their release we 

continue our support as they work towards paid employment. At the centre of this process is a team of 

committed Switchback Mentors backed up by a brilliant staff team. 

 

We are entering an exciting new phase as an organisation of influence, and are committed to building on 

our success and increasing our impact. We are looking for someone who is committed to our work with 

young adult offenders, with excellent professional credentials, an analytical mind and a strong policy and 

data background to join us in this exciting new role. 

 

 

 

 

 

 

 

 

The Criminal Justice System (CJS) has been in significant flux for some time. At Switchback, we have 

made a decision to address the external instability head on. For the first time we have started to build 

'using our evidence to influence change' into our planning and resourcing as an organisation. 

Switchback plans to increase its impact by focusing on what practical changes could be implemented in 

key areas, and use frontline experience and evidence to back this up. 

 

As Policy and Impact Officer, you will be tasked with extracting and analysing the rich data held within 

Switchback's Trainee Database and capturing the experience of our trainees, as well as keeping 

Switchback abreast of the external contexts relevant to our work. You will bring our data, experiences 

and expertise to life, so that it may be used as powerful evidence to influence practical changes in the 

criminal justice system, and also to ask questions of the model and refine our practice internally. 

 

You will need to be an expert in managing and making sense of data. You will need excellent oral and 

written communications skills, and be able to influence and represent policy themes to a range of 

stakeholders to achieve change in policy and practice. This is a motivated, tight-knit team and you must 

be prepared to support all areas of the organisation with their policy and data needs. 
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Key Responsibilities 

 

 track the changes in the criminal justice context, identifying and planning for what is upcoming and how to 

position Switchback  

 produce your own content, feeding into parliamentary debates and responding to consultations 

 arm the CEO for the wider conversation, identifying together Switchback’s space in the debate on justice reform 

 bring our data to life, track trends and put it to best use by manipulating and extracting data for the purposes of 

influencing practical positive change internally and externally   

 manage and develop our Trainee Database and reports, ensuring data is of high quality and recorded accurately 

 

 

Salary: £30k-£35k pro rata (depending on experience) 

Hours: 22.5 hours a week (we can offer flexibility around how these hours are worked)  

Annual Leave: 25 days additional to bank holidays (pro rata) 

New role: fixed term contract for 12 months (with possibility to be made permanent dependent on strategic 

priorities) 

Location: Norvin House, 45-55 Commercial Street, London, E1 6BD 

Reporting to: Acting CEO (the CEO goes on maternity leave at end of May 2017) 

 
 
 
 
If you’re excited by the idea of taking on this crucial role within the Switchback team please send us the following 

three documents by Monday 6th March 2017. 

 

1. Completed Candidate Information Form 

2. Up-to-date CV 

3. Statement that provides evidence of how you feel you meet the criteria which are set out in the  Person 

 Specification. This must not be longer than two sides of A4. 

 

Please send by email to jobs@switchback.org.uk 

 

Interviews will be held at Switchback, Norvin House, 45-55 Commercial St, London E1 6BD. 

 

 

 

If you have any queries, please contact Nadia Taylor on 020 7650 8989. 

 

Application deadline: Monday 6th March 2017 

Provisional interview dates: between 20th and 31st March. 

mailto:nadia@switchback.org.uk
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Person Specification  

Qualifications  Educated to degree standard or equivalent (ideally in relevant subject e.g. politics, law, 

criminology). 

 

Experience, 

Knowledge & 

Understanding 

 Excellent understanding of UK Government processes and procedures.  A track record of 
successfully influencing government or political policy, and demonstrable experience of 
policy development and analysis. 

 Experience or understanding of the charity sector and its work with vulnerable groups as 
well as an understanding of key issues facing the criminal justice sector. 

 Experience of writing reports, speeches, blogs, articles and briefings.  
Understanding of effective communication and public engagement tools and channels. 

 Experience of using data to provide insights and actionable recommendations and of 
using relational databases and data-management tools to interrogate or aggregate 
information. 

 Experience of media relations. 
 

Skills & Abilities  Excellent oral and written communications skills.  Able to influence and represent policy 
themes to a range of stakeholders via presentations, documents, speech writing, press 
releases. 

 Excellent network management and relationship building skills, with a range of 
stakeholders, including senior civil servants, journalists, and Switchback staff.  

 Quantitative and qualitative analysis skills. 

 To be able to understand and react quickly to policy and political developments. 

 Excellent IT skills (including Microsoft packages and relational databases). 

  

Personal 
Attributes 

 Self-starter and proactive approach and an entrepreneurial drive to identify key 
issues/opportunities and initiate new work.  
Able to work independently, without close supervision to achieve results. 

 Ability to be a flexible, helpful and effective member of a small team, and a willingness to 
become involved with other Switchback priorities. 

 Personable with a wide range of stakeholders, and a confident speaker and networker. 
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Job Description 
 

   Policy  

 

 Develop with the CEO a clear policy, public affairs and data strategy, including identifying 
and prioritising the key issues for young adult offenders and for small charities in the 
criminal justice sector. 

 Increase our influence and build constructive working relationships with key external 
stakeholders by cultivating a wide network of contacts: including with Government and 
parliament, the charity sector, regulators, the press, and think-tanks to further our 
objectives. 

 Respond to consultations using evidence from the Trainee database, Switchback Trainees 
themselves, experience of the Delivery Team, other experts and sector experience. 

 Develop appropriate responses to Government policy developments on key issues. 

 Create content for Switchback that can be used in different formats and contexts (and in 
particular in advance of our 10-year anniversary in 2018). 

 Represent Switchback on external bodies, consultations and working groups. 

 Brief trustees, staff, members on policy developments. 

  

   Data Analysis 

 

 Track data trends in our Trainee Database (ETO by Social Solutions) and use these to 
inform and influence Switchback’s work. 

 

 Design and create reports to extract data for the purposes of influencing practical positive 
change as well as for internal analysis. Work with colleagues to identify and develop ways 
to increase our data. 

 

 Support the Head of Delivery to ensure data is being accurately and thoroughly inputted 
by Switchback staff. 

 

 Be responsible for regular quality checking and assurance of collected data. 
 

 Provide timely and accurate responses to monitoring and evaluation enquiries. 
 

  

 Communications 

 

 Work with the CEO to develop and deliver a strategy for Switchback to become and 
commentator on key and relevant debates around criminal justice in support of our 
influencing objectives. 

 Lead the communications of our policy work and positions, including through the use of 
social media and blogs as appropriate and effective. 

 Write speeches, briefing papers, articles, press releases and reports. Write and produce 
policy papers, reports and publications that support our policy and public affairs strategy. 

 Engage with the media, acting as a spokesperson for Switchback and seeking opportunities 
to place articles, interviews or other features that promote Switchback and its policy 
objectives 

 Be an active ambassador for Switchback at public events (conferences, seminars etc). 
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  Other  You may be asked to manage a policy volunteer to support Switchback policy and public 
affairs work. 

 Develop an appropriate framework for monitoring the achievement of objectives and 
deliver results. 

 Other such duties as shall reasonably be required by the CEO or trustees. 

 

 

 

 


