
 

Communications Manager 
 
Switchback is a small, innovative charity that works in a completely different way to provide an intensive 

mentoring programme to 18-30 year old male offenders who want to make a real, authentic, long lasting 

change after their release from prison. We stick by our Trainees as they move through the prison gate, 

encouraging and challenging them to take control and make a more stable life for themselves.  

 

Our mission is to change the way that our Trainees think about and participate in society, and ultimately find 

employment that is rewarding and sustained.  

 

This is a part-time role on a fixed term, one year contract. We are a close-knit team of nine based in a bright, 

colourful office near Spitalfields Market – just opposite the café where all of our Trainees work after they are 

released from prison. 

 

The position is managed by the CEO but the Communications Manager will work closely to support all areas of the 

organisation with wide and varied communication needs, from staff recruitment, to ensuring our supporters are 

well looked after and kept up to date, to promoting our work within the prisons and writing sensitive Trainee case 

studies.  The post-holder will use positive communication through traditional methods as well as online tools and 

social media.  

 

The Communications Manager role is integral in maintaining and ensuring that the Switchback ethos and values are 

consistently communicated and carried within the organisation as well as externally.  This person will need to be a 

self-starter who is highly organised and comfortable with responsibility.  They will continue to nurture Switchback’s 

loyal supporters and partners in an engaging way and will need a consistent eye for detail with excellent ‘plain 

English’ writing skills and the ability to concisely state a case. They will also need flexibility, empathy, energy and a 

sense of humour.  

 

As ever with Switchback, the most important thing is that they care about our work with young adult offenders and 

are a good fit with our small, dedicated and very busy team.  

 

Key Responsibilities 

 Plan and deliver communications to Switchback’s key stakeholders including supporters, Trainees, partners 

and staff.   

 Develop, edit, co-ordinate and publish content across various channels, including the website, social media, 

print and online marketing materials.  

 Plan and implement communications activities to support the charity to support Trainees, raise funds and 

profile. 

 

Salary:   £27k - £30k Pro Rata (dependant on experience) 
Hours:    2/3 days at 7.5 hours per day (flexible hours will be considered) 
Annual Leave: 25 days additional to bank holidays 
Terms:   Fixed term contract for 12 months 
Pension:  Employers’ pension scheme up to 4% salary sacrifice, matched by 4% contribution from Switchback 
Location:  Norvin House, 45-55 Commercial Street, London, E1 6BD 
Reporting to:  Interim CEO (Maternity Cover) 
 
 
 



 

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:  5pm, Wednesday 28th June 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.ukInterviews 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:  5pm, 28th June 2017 

Provisional interview dates: Friday 7th July 2017 

mailto:jobs@switchback.org.uk


 

 Switchback Organogram 2017 

 



 
 

Communications Manager 
 

Job Description 
 
External Communications 

 Create, produce, edit and distribute updates and materials for external and internal audiences, 
dealing sensitively with those whose personal experiences might be featured.  Includes;  

o Quarterly newsletters to Switchback contacts 
o One-off mailouts to supporters   

 Lead on copy-writing and production of marketing materials and key publications including Annual 
Report. 

 Design, copy-write and distribute regular e-bulletins to promote publications, programme activities, 
events and other key information. 

 Ensure a bank of high-quality case studies and key quotes is maintained and updated regularly.  

 Use results of CRM database research to procure and set up a new CRM system which meets the 
needs of all staff and functions.   

 Ensure that key information for all supporters, partners and stakeholders are entered into our 
contacts database and that this information is kept up to date.  

 Work closely with the Head of Delivery to ensure that information about partnerships, delivery and 
Trainees is shared in a timely and appropriate way across the organisation. 

 Manage and maintain Switchback’s photo library. 

 Take overall responsibility for the development and management of the website, working with the 
Finance and Office Manager to maintain and update it. 

 Generate content for use across print, web, digital and email communications  

 Manage and develop social media presence to support fundraising, delivery and policy/impact work 
across the organisation.  

 
Brand 

 Develop key messages, lead on creating and maintaining appropriate and consistent language and 
terminology across all media. 

 
External Relations 

 Work with the CEO and Policy and Impact Manager to respond to inquiries from stakeholders. 

 Create press releases and statements as needed. 
 
Other 

 Working with other key staff, lead on running of annual events aimed at raising profile and/or 
funds for the charity. 

 Carry out other duties as required   
 
 
  



 

Person Specification 
 
Experience 

 Significant experience of communications, media or press office work in a relevant organisation 

 Managing an organisation’s online presence 

 Working with national and specialist press 

 Organising and running events 

 Successfully managing projects to budget and deadline 
 
Skills and abilities 

 Communicating complex ideas simply and effectively, both verbally and in writing 

 Managing websites using Wordpress or other CMS software 

 Confident at using design software (e.g. Adobe Illustrator) 

 Developing communications priorities and working with others to achieve them; 

 Balancing multiple priorities and managing your own workload 

 Confident at using and developing CRM databases 

 Working at pace and to deadline 

 The enthusiasm and energy to work in a small team 

 Emotional intelligence and empathy  

 Ability to see around problems and support others towards solutions 

 Intuition and resourcefulness 

 Ability to understand the difficulties and challenges facing Switchback Trainees and to positively 
communicate this  

 
Knowledge 

 Understanding of policy and practice in the criminal justice system or related social policy spheres 
(desirable). 

 


