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Recruitment Pack: Development Officer

The Howard League for Penal Reform is the world's oldest prison reform charity. Our overriding ambition is to move the dial on punishment towards building a more humane and effective response to crime, that provides justice to all and helps to reduce reoffending. 
 
The Howard League recognises the importance of building an inclusive, diverse workforce. We welcome applications from marginalised groups and from candidates with personal experience of the criminal justice system.

The post holder will play a key role in driving sustainable income by supporting trust and foundation fundraising, including identifying funding opportunities, developing high-quality applications, and strengthening the funding pipeline. They will also contribute to broader fundraising activity such as work with corporates and CRM stewardship. This role is suited to a proactive, analytical individual with excellent writing skills and a deep commitment to social justice.

	Role description

	Job title
	Development Officer

	Reporting to
	Development Manager

	Role purpose
	The Howard League’s development team is responsible for generating income for the charity, across trusts and foundations, membership, corporates and major donors. 

	Salary 
	From £33,418-£37,874.

	Duration
	Full time (0.8 FTE considered)

	Length of contract
	Permanent contract

	Location
	Hybrid working.  Minimum of two days per week in the office in Farringdon, London.

	Benefits include
	· Flexible working
· 30 days’ paid leave plus bank holidays 
· 10% contribution to the Howard League workplace pension scheme
· Access to an Employee Assistance Programme




	Key responsibilities

Trusts and Foundations 
· Identify, research and assess prospective trust and foundation funders aligned with our work and strategy. 
· Support the development of a strong funding pipeline by tracking opportunities, deadlines and outcomes.
· Write, draft and proofread funding applications, proposals and supporting documents, ensuring accuracy, clarity and compelling narrative.
· Contribute to funder reporting, including drafting impact updates, gathering supporting evidence and coordinating internal information.
· Build high-quality donor profiles by researching background information, interests, priorities and funding history.
· Maintain positive communication with funders where appropriate, supporting relationship management and responding to information requests.
· Monitor trends in the funding landscape to inform the income generation strategy and identify emerging opportunities.

Database & Supporter Management
· Maintain accurate, consistent and well-organised records within the CRM database (Raiser’s Edge)
· Input, update and analyse supporter and funder data to improve insight, engagement and fundraising planning.
· Ensure supporter records, pipeline notes and interactions are logged clearly to support team coordination and reporting.

Major Donor & Corporate Support
· Provide support to major donor and corporate engagement, including prospect research, preparation of briefings, note-taking and supporting materials for meetings and engagement activities.

Team & Operational Support
· Assist with cross-team collaboration, information gathering and other tasks needed to support organisational fundraising objectives.
· Contribute to a well-organised, efficient fundraising function by supporting planning, record-keeping and internal processes.
· Working as part of the whole office team






	Selection criteria

	
	

	
	Essential
	Desirable

	Experience
	Strong written communication experience, including drafting, editing or proofreading content for external audiences
	✔
	

	
	Experience in analysing information and presenting it clearly for internal or external use.
	✔
	

	
	Experience managing information accurately in databases, spreadsheets or CRM  systems.
	✔
	

	
	Experience in trusts and foundations or corporate fundraising, including researching funders, supporting applications, and managing information.
	
	✔

	
	Experience supporting grant reporting, impact updates or evaluation content.
	
	✔
	

	
	Experience managing or maintaining a funding pipeline and tracking fundraising progress.
	
	✔
	

	
	Confidence working independently, using initiative to solve problems and progress work.
	✔
	

	
	Experience in conducting thorough and effective prospect research, using online sources, databases and publicly available information to identify and assess funding opportunities.
	
	✔

	
	Outstanding interpersonal skills
	✔
	

	Knowledge and skills

	A commitment to, and understanding of, the Howard League’s strategic objectives
	✔
	

	
	A commitment to the Howard League’s values of collaboration, excellence, integrity, learning, accountability and courage
	✔
	

	
	Excellent written and verbal communication skills
	✔
	

	
	Ability to take initiative, think creatively and problem solve
	✔
	

	
	Ability to work well under pressure, and manage multiple priorities effectively to tight deadlines
	✔
	





	Application process


	
To apply, please complete the application form which can be found here.

If for any reason you can’t use the application form, please provide an up-to-date CV and supporting statement. The supporting statement should address your skills and experience in relation to each of the essential and desirable selection criteria. CVs without a supporting statement will not be considered.

The deadline for applications is 1 December 2025

First round interviews will be held in the week beginning 8 December 2025. The interview panel will comprise two to three people, who will each ask questions to enable you to demonstrate how you meet the essential and desirable requirements of the role. All candidates will be asked a uniform set of questions and may also be asked follow-up questions to clarify or expand on individual answers. Candidates will also have an opportunity to ask any questions about the job that they may have. Candidates may be required to complete a test as part of the interview process and a second round of interviews may be conducted, depending on the outcome of the first. 

If you would like to have an informal discussion about the role, please contact the Howard League’s development manager Sophie.lumsden@howardleague.org  


If you require any reasonable adjustments to any part of the recruitment process, please contact us at info@howardleague.org to discuss this further.

Applicants who have not been short listed will be notified by email. Unfortunately, due to our limited resources, we are unable to provide feedback on applications from candidates who are not interviewed. 

Applicants must have the current right to work in the UK, which will be checked prior to interview.

We encourage applications from candidates with personal experience of the criminal justice system. 
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