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Departmental/Directorate overview
	

	

	This role sits within Nest’s Commercial Management team which is part of the Finance and Strategic Sourcing directorate.


The role
	

	

	This role is required to support the Commercial Manager in the strategic and operational commercial and contract management for Nest, including oversight of Nest’s complex outsourcing contracts e.g. for the provision of the scheme administration and fund administration services.


Scope and deliverables 
Accountability
	

	

	1. This role will be responsible for supporting the Commercial Manager in the day-to day management of relevant complex outsourcing contracts for Nest and in particular the scheme administration agreement. This will include:  
0. Invoice authorisation management of all relevant invoicing. 
0. Provide assistance in ensuring that all contractual obligations are appropriately delivered as required by the contract.
0. Management of the processes for contract variations, change requests and other contractual documents, including negotiation of commercial terms.
0. Act as point of contact for all contractual enquiries and issues on the relevant complex outsourcing contract.
0. Represent the Commercials Contract team at meetings, presentations, and discussions.


Deliverables
	

	

	1. Ensuring that commercial considerations are taken into account in the design and development of changes to the outsourced services or contract, ensuring that NEST receives value-for-money services.
1. Support the Commercial Manager to ensure all contract processes and provisions are embedded and work effectively across the business.
1. Support the Commercial Manager in advising on commercial aspects when disagreements arise with our supplier. 
1. Day to day liaison with the counterpart team in the supplier organisation. 
1. Commercial input to amendment of Service Level Agreements and their interpretation.
1. Management of all supplier requests for payment: 
6. ensuring that the appropriate sign off procedures for invoices submitted by the supplier adhere to the documented procedure: and 
6. ensuring accurate cash forecasting for payments and liaising with the relevant internal and external finance teams. 
1. Ensure all related AAF audit, controls and other audit actions are completed ahead of the target date for delivery.
1. Proactively engage with all business owners to ensure the existing contract obligations are achieving the desired outcome. Where necessary provide template & methodology to assist respective owner to change contractual obligation. 
1. Undertake a full bi-annual contract re-baseline ensuring all service release updates and changes are included and signed-off.
1. Production of relevant contractual governance documentation- including internal supplier health reports, contractual meeting minutes. 
1. Production and continuous improvement to contractual management processes. 
1. Delivering initiatives and or projects that support the FSS objectives 



Relationships and autonomy
	

	

	Develop effective relationships and work collaboratively with key Stakeholders and Senior Management within Nest and beyond in order to co-ordinate and balance the issues identified by day-to-day operational matters to successfully resolve contract driven requirements.


Role requirements
Experience and technical skills
	

	

	The employee will be able to demonstrate the following experience and technical skills:
1. Experience of supporting significant business process outsourcing (BPO) commercial agreements in either the public or private sector
1. An understanding of how contractual arrangements fit together with operational reality in order to optimize contractual change and mitigate risks associated with the contracts operation.
1. Experience of monitoring and reporting on delivery against contractual requirements.
1. Experience of identifying and resolving problems with third parties 
1. Experience of supporting the invoice payment process and maintaining accurate and up to date records and logs
1. Experience of drafting appropriate contractual documentation.
1. An understanding of the UK pensions environment would be beneficial.


Personal attributes
	

	

	The role will require someone with the following personal attributes:
1. Confident communication skills to share complex propositions and issues across organisation 
1. Developing influencing skills with senior management, colleagues, team members and external suppliers.
1. Project management and planning skills, with keen eye to detail 
1. Excellent analytical skills and commercial acumen with ability to use initiative to resolve simple problems or issues.
1. Professional and client focused approach to engagement with internal clients and customers.    
1. A flexible and adaptable approach to work.
1. Personal integrity
1. A good team player
Education, qualification and professional membership requirements
1. Well-developed IT skills with a good knowledge of Microsoft Office



Differentiators
	

	

	The role requires high levels of Stakeholder and Relationship Management, engaging with and co-ordinating colleagues across all areas of the business who are responsible for oversight and delivery of the contractual obligations.


Working pattern
	This section allows you discuss about flexibility allowed for the role.

	

	N/a


Grade Descriptor
	Insert high level grade descriptor.
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