Job Description: People Business Partner
People & Transformation Dept
Location: Birmingham or Cardiff (non-contractual hybrid working currently in place)
Reports to: Head of People
Line Management of: People Co-ordinator

Main Purpose of the Role:

The People Business Partner provides proactive, professional HR advice and support to leaders and managers, enabling them to deliver organisational objectives through effective people management and ensuring compliance with employment law, internal policies and relevant external regulatory requirements and best practice.
The postholder will work with managers to embed and maintain CCW’s values and behaviours, and standards of professional conduct across the organisation.
Operating as a trusted partner, the postholder will act as an advisor, supporting the delivery of people strategies and contributing to the CCW’s organisational objectives through effective workforce planning, employee relations, talent management, performance capability and organisational development.

Key Responsibilities:

Strategic HR Partnering

· Act as the primary People Team contact for designated managers /teams, building strong relationships with senior managers and staff.

· Play a central role to the development and delivery of CCW’s People Strategy and workforce plans.

· Analyse workforce data to identify trends, opportunities and risks; provide insights to support evidence-based decision making.

Employee Relations

· Lead on and provide expert advice on a range of employee relations cases including performance management, sickness absence, grievances, disciplinary matters and capability issues.

· Coach and support managers to build confidence in handling people issues effectively and in line with policy and best practice.

· Maintain clear, up-to-date case records and identify themes or risks for escalation.
· Seek and promote opportunities for and promote continuous improvement of HR processes.
Change Management & Organisational Development

· Lead on organisational change initiatives, including restructures, TUPE transfers, and consultation processes relevant to departmental responsibility.

· Actively facilitate culture change and evolution, engagement, and inclusion initiatives, ensuring alignment with organisational values.

· Deliver HR components of projects, for example, wellbeing initiatives, leadership development, reward reviews.

· Support the People Team element of wider CCW work such as CCW’s Forward Work Programme and Delivery Plan.

Learning & Development

· Work with People Team colleagues in identifying learning needs across business areas and work with the People Team to design or procure suitable interventions.

· Lead talent, succession planning, and capability development activities.

Recruitment & Onboarding

· Lead and coach managers to proactively define recruitment needs, develop and evaluate job descriptions, and ensure fair, inclusive, and efficient recruitment processes.

· Partner with managers on job design, assessment approaches and selection decisions.
· Oversee onboarding and induction processes for new starters.

Policy & Compliance

· Lead on providing expert advice and guidance on HR policies, procedures, and best practice, ensuring compliance with employment law and external frameworks (for example Civil Service, ACAS).
· Ensure HR policies and practices reflect current UK employment law, Civil Service expectations (where applicable), best practice and organisational requirements.

· Actively contribute to policy reviews and updates, horizon scan to ensure anticipated changes are reflected in our people policies and strategy.

· Manage internal and external audits and ensure high-quality HR record-keeping.
· Ensure HR systems, audits, and records meet governance and data protection requirements.
General

· Play a key role in continuous improvement and digitalisation of People Team processes.

· Actively champion equality, diversity, inclusion, and wellbeing principles and initiatives.

· Support the development and delivery of HR-related training and workshops for managers and staff, contributing expert knowledge.
· Analyse HR data and metrics to inform decision-making and contribute to strategic planning.
· Facilitate employee engagement activities, including staff surveys and action planning.
· Maintain up-to-date knowledge of relevant employment legislation and Civil Service HR framework / policy developments.
· Build effective relationships with trade unions and or staff forums as appropriate
· Actively promote and role model CCW’s values and behaviours, as set out in our Leadership charter or elsewhere.
· Actively contribute to a collaborative and efficient working environment, encouraging innovation and continuous improvement
· Undertake other duties as required by the Head of People.

People Management
· Provide effective direction, coaching, support and guidance to the People Co-ordinator, managing performance and development.
Civil Service Competencies:
The postholder needs to demonstrate the following:
· Seeing the Big Picture: Understand how their role fits with and supports organisational objectives and public service priorities.

· Changing and Improving: Seek out opportunities to create effective change and suggest innovative solutions.

· Making Effective Decisions: Use evidence and knowledge to support accurate, expert decisions and advice.

· Leading and Communicating: Communicate with clarity, conviction, and enthusiasm, supporting others to deliver results.

· Collaborating and Partnering: Work collaboratively with colleagues and stakeholders to achieve organisational goals.

· Delivering at Pace: Take responsibility for delivering timely and quality results with focus and drive.

Person Specification

Qualifications and Memberships:

· CIPD Level 5 qualification (or working towards) or equivalent experience.
· CIPD membership (at Chartered Member level or willing to obtain).

· Chartered CIPD status / CIPD Level 7 desirable.
Experience:

Significant experience in:
· providing generalist HR support across the employee lifecycle, ideally within the public sector or a regulated environment;

· working effectively in a small HR function or similarly broad role.
Demonstrable experience in:
· advising on HR policy, employee relations, and case management in relation to complex employee relations issues;
· supporting or leading on organisational change and workforce planning;
· supporting engagement activity;

· managing end-to-end recruitment processes;
· working with HRIS data to produce insights;
· working with staff forums or Trade Unions.
Desirable Experience:

· Experience within an ALB, Civil Service or wider public sector context.

· Leading HR policy development or project work.

· Supporting learning, leadership or development initiatives.

Knowledge and Skills:

· Strong, up-to-date working knowledge of UK employment law and HR best practice particularly in relation to case management, recruitment and workforce planning.
· Knowledge of relevant Civil Service policies and frameworks (eg pay, governance, conduct standards).
· Excellent interpersonal and communication skills, with the ability to influence and build relationships at all levels.
· Strong analytical and problem-solving abilities.
· Ability to handle sensitive information with discretion and confidentiality.
· Proficient IT skills, including MS Office and HRIS systems.
Behaviours and Attributes

· Demonstrate CCW values in every interaction.
· Commitment to equality, diversity, inclusion and wellbeing.

· Impeccable levels of integrity and confidentiality.
· High levels of emotional intelligence and empathy.
· Able to explain complex HR issues clearly, build trust, challenge appropriately, and tailor communication to different audiences.

· Able to deliver accurate, reliable HR support; improve processes; ensure compliance and high professional standards.

· Collaborate across teams, build positive relationships, and support a cohesive organisational culture.

· Identify opportunities to improve HR services; supports change initiatives; adopts a learning mindset.

· Prioritise effectively, manage competing demands and maintain productivity in a small-team environment.

Additional Information:

This role will require occasional travel to other offices or sites. 
This job description and person specification are not exhaustive and may be amended to meet the needs of the organisation.

