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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 13 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. 
The role
	

	[bookmark: _Hlk111538877]We are looking for a Company Secretarial Trainee 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 and the subsidiary, Nest Invest Limited. 
Working to the line management of the Deputy Company Secretary, Nest Corporation, the Company Secretarial Trainee will support the team across a range of administrative and company secretarial duties. 
This is an exciting role for an entry level graduate looking to start their career as a Company Secretary or an administrative assistant who would like to branch into governance. 
Nest is committed to helping employees develop their skillsets and progress in their careers and a variety of training opportunities will be available as well as study support for individuals wishing to complete the Chartered Governance Institute exams in due course. 



Scope and deliverables 
Accountability
· Provide effective operational and administrative support to the team and the Non-Executives where required.  
· Deal with all matters in a confidential and timely manner and be trusted implicitly with sensitive information.
· Liaise with senior internal stakeholders as required in support of various activities.
· Contribute to the wider business support community by shaping processes and through leveraging best practice.
· Provide cover for other team members during periods of absence.
Deliverables
· Assisting the team in organising and providing administrative support for Board and Committee meetings including drafting agendas and forward calendars, tracking actions and updating action logs, managing the collation of papers and uploading papers to the Board Portal system.
· Maintaining statutory records and Company books and ensuring that statutory compliance requirements are met.
· Support the development and maintenance of governance policies and terms of reference.
· Communicate with the Nest Chair, CEO, Accountable Executives and the Corporate Secretariat as needed on issues relating to NEDs. 
· Monitoring changes in relevant legislation and the regulatory environment.
· Supporting the team and contribute to governance projects. 
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.
· Work effectively with the Nest Corporation Board, its Committees and the subsidiary, Nest Invest Limited. This role will also work with the Non-Executives and provide administrative support alongside the Secretariat Team Assistant.
· The Corporate Secretariat team is a part of the General Counsel Directorate.  The Corporate Secretariat team consists of a Corporate Secretary, two Deputy Corporate Secretaries, an Assistant Corporate Secretary, two Assistant Corporate Secretaries and a Team Assistant.  
· The Corporate Secretariat team is dedicated to delivering high standards of governance and advice across the organisation and to the Nest Corporation Governing Body (the Board) and its four committees (Audit, Customer, Nominations and Remuneration and Risk), as well as the Members’ and Employers’ Panels (which act in an advisory capacity to the trustee), the Board of Nest Invest Limited (the FCA regulated subsidiary), and to the Executive Committee and two Executive sub-committees. In addition to providing advice on governance issues and ensuring that the Board, its Committees, and the Panels comply with relevant statutory and regulatory requirements, the Corporate Secretariat team also manages several organisational policies.  The team also provides related training and ensures compliances with such policies. The team also responds to Freedom of Information Act requests and provides information required to respond to Parliamentary Questions. 
Role requirements
Experience and technical skills
The successful candidate will be able to demonstrate the following experience and technical skills:

· Experience of providing administrative support in a demanding office environment.
· Proven ability to organise, prioritise and manage multiple tasks in fast moving environment on own initiative.
· Some Company Secretarial experience and a good understanding of Corporate Governance would be advantageous but not essential.
· Proficient user of Microsoft Office applications and able to learn new IT systems quickly.
· Familiarity with Diligent Board Portal or an equivalent would be advantageous but not essential.
· Experience of developing internal networks to achieve results.
Personal attributes
The role will require someone with the following personal attributes:

· First class interpersonal and communication skills.
· Comfortable liaising with both internal stakeholders, senior leaders and Members of the Board.
· Excellent organisational skills with attention to detail in planning and reporting.
· Ability to work proactively, independently and make informed decisions / apply judgement.
· Flexible attitude and enjoys working in a demanding and ever changing environment.
· Pragmatic, solution-orientated, and focussed on getting the job done.
· Ability to build successful working relationships across a diverse working culture. 
· Strong work ethic including time management and ability to manage and share a varied workload to meet multiple deadlines. 
· Discretion and integrity when handling confidential or commercially sensitive information, and able to exercise judgment where no precedent has been set;. 

Qualifications

· Previous experience in an administrative or company secretarial role is advantageous but not essential.
· A good standard of education, typically to A-level or degree level.
· Working toward or a keen interest in obtaining Chartered Governance Institute qualification status.
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