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Organisational overview
Nest is a great Government delivery success story. Established in 2010, Nest has been a critical pillar of the Government’s automatic enrolment programme, with a public service obligation (PSO) to accept any employer wishing to use the scheme to discharge their automatic enrolment duties. 
From a standing start, we have delivered a high quality, low-cost pension scheme open to all which has not only delivered on its mission but helped to drive up standards and best practice across the industry. Now with over 14 million members, Nest is playing a critical role in helping people save for their retirement - many of them low to moderate earners who may be saving for the first time and moving jobs frequently. 
Nest now occupies a place in the market as a major Master Trust, a sector that has grown following the introduction of automatic enrolment - and that we believe has great potential for delivering pensions to mass market consumers for many years to come, leveraging scale to offer low cost, modernised services in the context of strong Trustee governance. 
To best serve our diverse customer base, it’s important that Nest has an equally diverse workforce and 
promotes an inclusive culture. This is in line with the organisation’s values and ensures that Nest is a corporation fit for the future.
The role
	

	[bookmark: _Hlk111538877]We are looking for a Company Secretarial Assistant (FTC – parental leave cover) to join the Corporate Secretariat and support the Director of Governance and Deputy Company Secretaries in providing a full company secretarial and governance advisory service to the Nest Corporation Board, its Committees, the Panels and the subsidiary, Nest Invest Limited. 
Working to the line management of the Deputy Company Secretary - Nest Corporation, the Company Secretarial Assistant will support the team across a range of administrative and company secretarial duties. 
This is an exciting role for someone looking to develop their governance career in a fast paced and growing organisation.



Scope and deliverables 
Accountability and Deliverables
· Work with the Chairs of the Members’ Panel and Employers’ Panel and relevant Executive Committees (as required) to ensure the timely and accurate production and dissemination of agendas, papers and minutes, including co-ordination of business contributions to meetings, as well as the management and follow up of action points for these Panels and Committees.
· Supporting the Panel Chairs in the preparation of the Panel Annual Reports on the activities of each Panel.
· Leading the recruitment cycles for the Panels including conducting an annual skills and experience analysis and effectiveness review (as required) for each of the Panels.
· Ensuring that the right flow and quality of information is provided to the relevant Panel and Committees you support, including maintaining the forward agendas and advising on compliance with their terms of reference.
· Drafting reports for the Deputy Corporate Secretaries on governance issues, as required.
· Managing the Quarterly Returns Process for Nest Corporation Board Members.
· Managing the annual performance review process for Nest Corporation Board members and the Chair.
· Managing the Register of Interest and Employer-Related Investment logs for Nest Corporation and Nest Invest.
· Monitoring changes in relevant legislation and the regulatory environment.
· Supporting oversight of policies owned by the team, including reviewing these to ensure these remain fit for purpose and in line with best practice.
· Managing internal relationships with Executive members in the forward planning for meetings and liaising with other senior internal stakeholders as required.
· Supporting the Corporate Secretary and the Deputy Corporate Secretaries on matters within their roles, and supporting the wider team to contribute to governance projects.
· Supporting with Freedom of Information requests coming into the organisation.
· Deal with all matters in a confidential and timely manner and be trusted implicitly with sensitive information.
Relationships and autonomy
· Work to the line management of the Deputy Company Secretary, Nest Corporation and closely with other members of the Corporate Secretariat team.
· Key relationships with the broader General Counsel directorate, the members of the Members’ Panel and the Employers’ Panel (and particularly the Panel Chairs), the Executive team, Nest Corporation and Nest Invest Board members, Nest Experience Team, Strategy and Transformation Team and other internal stakeholders.
· The Corporate Secretariat is a part of the General Counsel Directorate.  The Corporate Secretariat team consists of a Corporate Secretary, two Deputy Corporate Secretaries, one Assistant Corporate Secretary, two Company Secretarial Assistants, one Company Secretarial Trainee and one Team Assistant.  
· The Corporate Secretariat team is dedicated to delivering high standards of governance and advice across the organisation and to the Nest Corporation Board and its four committees (Audit, Customer, Nominations and Remuneration, and Risk), as well as the Members’ and Employers’ Panels, which are advisory panels to the Nest Corporation Board, the board of the FCA regulated subsidiary (Nest Invest Limited), the Executive Committee and two committees of the Executive Committee. In addition to providing advice on governance issues and ensuring that the governance framework complies with relevant statutory and regulatory requirements, the Corporate Secretariat team also manages several organisational policies, responds to Freedom of Information Act requests and provides information required to respond to Parliamentary Questions. 
· Autonomy in respect of discrete areas, including the management of the Employers’ Panel and Members’ Panel and such other areas as may be delegated to the Company Secretarial Assistant from time to time.
Role requirements
Experience and technical skills
The successful candidate will be able to demonstrate the following experience and technical skills:

· Proven ability to organise, prioritise and manage multiple tasks in a fast moving environment on own initiative;
· Previous experience of working in a company secretary team supporting boards/committees for a comparable organisation, or alternatively, able to demonstrate through a combination of study and other experience the ability to transfer skills from other relevant experience;
· Strong minuting skills are essential;
· Proficient user of Microsoft Office applications and able to learn new IT systems quickly;
· Good knowledge of corporate governance principles and familiarity with Board Intelligence Board Portal or an equivalent would be advantageous but not essential; and,
· Experience of developing internal networks to achieve results.
Personal attributes
The role will require someone with the following personal attributes:

· [bookmark: _Hlk36728235]Excellent organisational and planning skills with strong attention to detail;
· Flexible attitude and enjoys working in a demanding and ever-changing environment;
· Highly motivated, astute and confident attitude to problem solving;
· Pragmatic, solution-orientated, and focussed on getting the job done;
· Ability to work proactively, independently and make informed decisions / apply judgement;
· First rate written and verbal communication skills, comfortable liaising with both internal stakeholders, senior leaders and members of the Board;
· Strong work ethic including time management and ability to manage and share a varied workload to meet multiple deadlines;
· Discretion when handling sensitive and confidential information and able to exercise judgment where no precedent has been set; and,
· Ability to build successful working relationships across a diverse working culture. 
Qualifications
· A good standard of education, typically to A-level or degree level (any discipline, but those with backgrounds or strong interests in law, project management, business, finance or corporate governance may find the greatest affinities with the job description);
· We anticipate that one of the following profiles is most likely to succeed in the role. However, exceptional individuals with relevant experience and possessing the personal attributes above will also be considered. Model/possible profiles:
Chartered Governance Institute part-qualified or newly qualified (GradCG); 
Accountant (CIMA, ACCA, ICAEW, CIPOFA) looking for a career change to a company secretarial role); and,
Solicitor, barrister, legal executive or advocate (looking for a career change to a company secretarial role).
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