
 
 

 

 

 

   
 

 

JOB DESCRIPTION 

Job Title: People and Inclusion Business Partner Updated Month/Year:  

July 2026 

Directorate: 

Organisational Servies 

 

Reports To Job Title: 

Head of People and Inclusion 

Location: 

Home-based with travel from time-to-
time to London for meetings / 
networking and other NCT service-
delivery locations. 

 
Role Context:  

NCT is the national charity for pregnancy, birth, infant feeding, and early parenthood, and each year we 
support over 250,000 parents on their unique journeys. We host thousands of community-based events 
across the UK including NCT Bumps & Babies, NCT Baby Cafés.  Each year our volunteers, give more than 
70,000 hours of outstanding community service.   
 
We support parents to make informed decisions that feel right for them. We provide access to evidence-
based information through our website, Parent Hub, and free Infant Feeding Support Line 365-days a year. 
Our charity has a proud history of creating transformative change in the lives of parents. We are a trusted 
voice, a reassuring presence and a strong advocate, campaigning on the issues that matter most. 
 
Role Purpose:  

The People and Inclusion Business Partner is a trusted advisor to managers across NCT to generate the 

conditions to nurture a high-performing, engaged and connected staff team and an inclusive culture. 

The role collaborates with managers across the charity to deliver an excellent employee experience 

throughout the full employee-lifecycle including ensuring the effective delivery of people operations and 

compliance with employment legislation and company policies. Uses data, insight, feedback and 

continuous improvement approaches to enhance employee experience, organisational effectiveness and 

compliance. 

Leads the embedding of equity, diversity, inclusion (ED&I) and belonging principles into People policies, 

practices, decision-making and employee experiences. Ensures NCT honours its values, and ED&I 

commitments across the employee experience. 

 

 



 
 

 

 

 

   
 

Key Accountabilities/Duties:  

1) People Business Partnering with line managers across the full Employee Lifecycle 
Talent Acquisition and Retention  

• Support managers to effectively onboard new staff and manage probationary periods. 

• In partnership with the People and Inclusion Coordinator, seek continuous 
improvement of recruitment and selection practices to ensure the attraction of the best and most 
diverse talent possible. 

Wellbeing, support, health and safety and safeguarding 
• Support managers to promote a positive health and safety and safeguarding culture including 

ensuring the effective implementation of relevant policies and procedures, working closely with the 
Compliance Lead on best practice and process improvements. 

• Work with managers to ensure effective case management of sickness absence and effectively 
address workplace wellbeing issues early. 

• Work with managers to ensure compassionate, supportive and inclusive maternity and other 
statutory leave. 

• Ensure the consistent application and management of NCT discretionary leave. 
Performance Management and Development 

• Support managers to recognise and nurture good performance, to give continuous feedback, to 
promote accountability with teams and to support any required improvements. 

• Oversee the performance review process and guide managers to effectively conduct regular and 
good quality performance reviews.   

• Support managers to identify and implement training and development opportunities. 
Employee Relations 

• Detailed case management, oversight and tracking of complex employee relations issues. 
• Ensure consistent application of our People and Inclusion policies, procedures, and employment 

legislation to deliver equity and fairness and ensure compliance. 
• Support conflict resolution between staff members including direct mediation and intervention. 
• Advise managers and employees on employee relations matters, including performance, conduct, 

grievances, and disciplinary processes. 
Change Management 

• Partner with managers to ensure optimum support for staff during organisational change. 
• Partner with managers to consider methods and strategies to mimimise day to day disruption 

through periods of change and to nurture ongoing engagement from employees. 
• Support change and people transformation readiness and implementation activities – e.g. 

redundancies, changes in roles and team structures, TUPE. 
 
2) Management of People administration and the operational People function to ensure both excellent 
employee experience and compliance with employment legislation and best practice: 
    Human Resources Information System (HRIS) 

• NCT’s subject matter expert for Cascade, NCT’s HRIS. 

• Ensure the integrity, accuracy, governance and optimisation of the HRIS, enabling reliable people 
data, reporting and workforce planning. 



 
 

 

 

 

   
 

• Lead the development and optimisation of HR technology solutions, automations and system 
integrations to improve efficiency and user experience. 

Governance, compliance and administration 

• Ensure staff and organisational compliance with all legal requirements including ensuring 
contracts of employment, People policies, procedures and processes are effective.  

• Responsible for ensuring timely reviews of all People policies, including updating them for approval 
in line with the organisational policy-review schedule / changes in legislation.  

• Ensure the effective management of the People SharePoint spaces. 

• Ensure People processes and procedures are conducted and data is stored in line with Data 
Protection legislation. 

• Identify and proactively mitigate people-related risks, escalating significant organisational risks 
where appropriate. 

Reporting and data analysis 
• Lead on regular, timely and accurate reporting of management information to support 

management and leadership decision-making. 
• Analyse workforce trends including retention, absence, diversity, engagement and recruitment 

metrics to identify efficiency, culture and inclusion opportunities.  
Responsible for oversight of monthly payroll processes 

• Work in partnership with the finance team to ensure accurate processing and payment of the 
monthly staff payroll and the accurate forecasting of annualised staff costs as part of the charity-
wide finance reforecast process. 

Continuous improvement  

• Continually seek opportunities to improve efficiencies in People processes and ways of working to 
deliver improved employee experience, management effectiveness and reduce organisational risk.   

• Lead and contribute to cross-organisational projects to improve employee experience and 
continuous improvement to deliver efficiencies or improve organisational effectiveness. 

Proactive management of provider relationships  

• Ensure provider relationships are managed to ensure maximum return on investment and deliver 
an efficient service - e.g. life assurance, pension, EAP, other benefits.  

 
3) Equity, diversity, inclusion and belonging 

• Lead the delivery and continuous development of employee inclusion, wellbeing and belonging 
initiatives. 

• Develop and work in partnership with employee champions and the People and Inclusion 
Coordinator to organise allyship (or similar) sessions to create space for discussion and learning. 

• Work with employee champions to nurture networks and safe spaces for people to share 
experience and enable support. 

• Proactively develop spaces and promote resources to support employee wellbeing.  
• Monitor inclusion and belonging indicators and recommend interventions to improve employee 

experience and equity of outcomes. 
 

4)  Engagement and communications 



 
 

 

 

 

   
 

• Taking a remote first approach, work in in partnership with the communications team to ensure the 
delivery of regular motivational, supportive and informative all-staff updates. 

• Lead the design and implementation of colleague appreciation and recognition initiatives. 

• Design and deliver regular staff sentiment surveys with corresponding action planning. 
 
5) Build focussed management development and learning opportunities 

• Develop regular manager briefing and learning sessions to educate, to share best practice, and to 
provide space for questions and discussion about People and Inclusion matters, best practice and 
policies and procedures. 

• Develop the ‘manager hub’ (SharePoint) to provide easy access to information, learnings and best 
practice. 

• Foster continuous learning for managers through creating spaces to share best practice. 
 

Role Dimensions:  

Area of Responsibility Details 

Financial Support the Head of People and Inclusion in effective 
management of the P&I budget 

Line Management Responsibilities People and Inclusion Coordinator 

Key Stakeholders SLT, Management Community, Campaigns and Comms Team 
(including Internal Comms) 

Governance Reporting Lines Directors Group 

Groups and Meeting Attendance  P&I Team meetings 

Safeguarding Covers the safeguarding rota once per week 

 
NCT Culture and Working Practices:  

Our Values - Welcoming, Collaborative, Inclusive, Bold, Trusted 
Safeguarding and Health and Safety - The welfare and safety of individuals is at the heart of everything 
that we do. NCT is committed to safeguarding, Health and Safety, and promoting the welfare of babies, 
children and adults and expects all staff to share this commitment.   
Equity, Diversity and Inclusion - NCT is committed to social justice and equity. We are dedicated to being an 
anti-racist charity and believe that inclusion is everyone's responsibility. Being there for every parent 
requires bold action to challenge inequalities. By creating inclusive spaces and services built on collaboration 
and trust, we welcome and celebrate diversity and strive to meet the needs of pregnant women, new parents, 
families and communities we serve. 
Declaration:  

This job description is intended to be forward thinking and indicative rather than final and exhaustive.  The 
listed responsibilities and key duties and tasks may develop and evolve over time and NCT reserves the right 
to update and/or remove certain elements.  NCT endeavours to keep substantial changes to a minimum and 
to promptly update this job description to take account of such developments. 
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Element Details Essential/ 

Desirable 
Qualifications: • CIPD Qualification at Level 5 or demonstrable equivalent 

experience.  

Essential 

Experience: • Significant experience operating as a People Business Partner, 
HR Manager or senior HR Advisor or similar across the full 
employee lifecycle. 

• Demonstrable significant experience of successfully partnering 
with line managers on People matters. 

• Demonstrable significant experience in successful operational 
People delivery and delivering process improvement in 
transactional People activity. 

• Demonstrable significant experience in overseeing the 
efficient and effective deployment and development of an HR 
system. 

• Demonstrable experience in reviewing and updating People 
policies and embedding them. 

• Demonstrable experience developing and embedding EDI 
principles, systems and practices.  

• Experience supporting organisational change. 
• Charity or third sector experience. 
• Experience of identifying and implementing digital, 

automation or AI-enabled solutions to improve People 
services and employee experience. 

Essential 
 
 
Essential 
 
Essential 
 
 
Essential 
 
 
Essential 
Essential 
 
Essential 
Desirable 
 
Desirable 

Skills: 
 

• Strong partnering, relationship building, collaboration and 
influencing skills. 

• Managing and developing HR systems. 

• Excellent written and verbal communication and presentation 
skills. 

• Data analysis and HR metrics interpretation 

• Exemplary attention to detail. 

• Excellent Microsoft Office skills  

• Able to remain calm and collected under pressure and to 
deliver to deadlines when faced with multiple competing 
priorities and a busy workload. 

• Ability to focus on problem-solving when challenged or faced 
with setbacks. 

• Project management. 

• Facilitation and workshop design.  

Essential   
 
Essential   
Essential 
 
Essential   
Essential   
Essential   
 
Essential     
 
Essential   
Essential   
Desirable 

Knowledge: 
 

• Strong understanding of the practical implementation of UK 
employment legislation and People best practice. 

Essential   
 



 
 

 

 

 

   
 

• Strong understanding of diversity, equity, inclusion, and 
belonging frameworks and application methods. 

• Methodologies for supporting employee wellbeing. 

• Methodologies for People Policy Development.  

• Good understanding of People and Inclusion metrics and 
workforce analytics. 

• Good understanding of safeguarding legislation, principles and 
practical application. 

• Best practice approaches to recruitment and selection. 
including methodologies for inclusion and diversification.  

• Use of AI in People and Inclusion work. 

 
Essential   
 
Essential   
Essential   
Essential   
 
Essential   
 
Essential   
 
Desirable 

Personal 
Attributes: 
 

• High integrity, sound judgment, discretion and 
professionalism. 

• Ability to balance the needs of the organisation, including 
commercial requirements alongside the needs of our People. 

• Passionate about creating inclusive and connected 
workplaces. 

• Enjoys ensuring transactional excellence and is committed to 
seeking ongoing efficiencies.  

• Can-do attitude, resilient and solutions-focused. 

• Committed to NCT's vision, mission and values. 

Essential 
 
Essential   
 
 
Essential   
Essential   
Essential 
Essential   
Essential    

Other 
Requirements: 
 

• Understanding of a remote first workforce. 

• DBS check required. 

• Willingness to travel occasionally to London and other hubs for 
meetings and to NCT service delivery sites. 

Essential 
Essential 
Essential 

 
The above details are indicative and intended to assist candidates and the recruiting manager with their 
shortlisting process and selection decisions.  
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