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	Job title

	Inclusion and Networks Coordinator

	Function 

	People and Culture

	Department/team

	Culture and Workforce Development

	Reports to

	Inclusion, Belonging and Employee Voice Partner



	DBS check level required

	Basic

	Grade/job evaluation level

	Individual Contributor - C

	Salary banding

	£25,110 – £32,090

	Created/Reviewed date

	June 2025



	[bookmark: _Hlk181184006]You will be working for 



	
As a dynamic and purpose-driven organisation, we recognise that our people are at the heart of everything we do. The Inclusion and Networks Coordinator will play a pivotal role in delivering lasting change. 

Our charity is committed to creating meaningful impact in the lives of those we serve. As a values-driven organisation, we understand that our people are central to achieving our mission. 

Within the Culture and Workforce development Directorate, the Culture and Engagement team will embed values to drive an inclusive culture, amplify employee voice, enhance engagement, and shape high-performance behaviours.




	Purpose of the role


	
The Inclusion and Networks Co-ordinator will provide coordination and practical support for the delivery of the organisation's inclusion and belonging initiatives. Focusing on facilitating effective and diverse staff networks, this role plays a key role in ensuring inclusive engagement, visibility, and connection across workforce communities.




	Key Accountabilities 
(List of accountabilities specific to this role)


	
Service Delivery

· Provide coordination and administrative support to staff networks, including scheduling, logistics, and communications
· Support the delivery of organisation-wide inclusion events, campaigns and awareness activities (e.g. Pride, Disability History Month)
· Maintain up-to-date records, contact lists, and resources to support network leads and activities
· Act as a liaison between staff, wellbeing networks and senior leaders to ensure connectivity and incorporation of feedback

Performance

· Track participation, engagement, and feedback from inclusion and network activities
· Assist in the collection, analysis and reporting of demographic data and network reach
· Support the delivery of inclusive engagement initiatives and help identify improvements


Development and engagement

· Help promote the visibility of networks and inclusion work across internal channels in partnership with Internal Communications
· Support onboarding and development opportunities for staff network leads
· Assist in coordinating peer learning and collaboration across networks
· Liaise with the service transformation team, ensuring that events and communications reflect a wide range of lived experiences and support a sense of belonging





	[bookmark: _Hlk181196428]General Accountabilities 
(List of accountabilities applicable to all roles)


	
· Contribute to developing our culture of excellence and care through impactful and inclusive communications 
· Actively demonstrate our commitment to the people we support, and our core purpose by embedding our core values into your work
· Seek opportunities to develop, learn and continuously improve to support the development of high quality services
· Work in accordance with all relevant legislation, policies, procedures and guidelines - including safeguarding
· Be aware of latest developments, and model best practice in own professional areas
· Promote and adhere to the organisation's equality, diversity and inclusion approach
· Engage in outreach work with specific target groups (e.g. LGBTQ+ individuals, those with disabilities, people from different ethnic backgrounds) and promote awareness of network activities and resources
· This job description is non exhaustive, and we reserve the right 
to amend and review as appropriate

















Values

	Our Values

	
· Kindness - Be generous, caring and compassionate 

· Courage - Be bold, trust, commit

· Respect - Everyone deserves dignity





Person Specification
	[bookmark: _Hlk181197186]Qualifications
	Essential or Desirable

	Educated to A-level or equivalent; further study or training in HR, communications, DEIB or community development
	D



	[bookmark: _Hlk181197273]Skills 
	Essential or Desirable

	Excellent organisational skills, with the ability to coordinate and prioritise work across multiple projects
	E

	Proficient in a range of digital tools and platforms (e.g. Microsoft 365, SharePoint, survey applications)
	E

	Strong written and verbal communication skills, with the ability to engage a range of audiences and stakeholders on EDI issues and sensitive topics
	E

	Ability to build relationships and work collaboratively across diverse teams
	E

	Approachable and responsive in working style, with the ability to demonstrate empathy and cultural sensitivity
	E

	Demonstrate a passion for EDI, with a genuine commitment to equality, diversity and anti-discriminatory practice
	E

	Problem solving abilities that demonstrate an innovative and solutions-focused approach to identifying and resolving issues

	E



	Experience
	Essential or Desirable

	Experience supporting employee engagement, events or campaigns
	E

	Knowledge of and interest in EDI initiatives, and a track record of work in this area (either professional, voluntary, community or academic)
	E

	Project management experience or project support experience 
	D

	Experience in a coordination or support role within a large or complex organisation is an advantage
	D
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