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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 12 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.
Directorate overview 
The Nest Experience directorate is responsible for developing and evolving the propositions for our customers, for the service and experience that they enjoy and working with our delivery partners to ensure their data and assets are kept safe. This includes:
Definition of our customer strategies
Developing, maintaining and evolving our customer value propositions
The brand and marketing of Nest to our customers
The design of the service experience our customers enjoy across all channels
Working with our partner, TCS, to deliver a service that delights our customers and keeps their data 
and assets safe


The role 
The role of the Senior Studio Operations Manager is responsible for the smooth operations of a busy studio. Collaboration, flexibility and very high levels of communication are key to this role.
You’ll engage with team members forecasting creative resources keeping track of projects, tasks and deliverables across the creative team and external agencies where appropriate.
This is a hands-on role requiring some technical experience and a high level of organisation.
Scope and deliverables
	Key areas
	Role deliverables

	Accountability
	Provides a creative studio service and manages the studio overflow to outsourced agencies and freelancers as appropriate.
Being highly organised, you’ll proactively manage asset classification, organisation and version control
Responsible for the ongoing maintenance, access and production of studio assets along with the smooth operation of the DAM, brand portal and creative tools and software.
Accountable for forecasting resource capacity, pre-empting opportunities and issues in delivery
Responsible for the smooth operation and relationship of outsourced work as part of an overflow to external agencies and freelancers.   
Management of large creative jobs and stages of approval
Quality assures output ensuring proofing and controls are followed
Ensures all communications are accurate, compliant and meet regulatory requirements
Resource planning ensuring the status of delivery from the studio is accurately reported
Monitoring of workflow


	Deliverables
	Ensures quality assurance of all output, proofing and editing where required
Takes charge of briefing procedures and outcomes
Maintains use of disclaimers and disclosure content in publications
Maintains briefing forms, tools, workflows
Manages and adjusts the schedule of resources
Applies thorough proofing procedures to all output
Plans, guides and delivers studio work
Resolves issues of delivery, timelines and quick turnaround prioritisation
Advises and guides on the production of Corporation work
Maintains files, folder structures and publishing numbers
Ensures proper data retention and scheduling of data deletion occurs and is documented.
Ensures all publications have a correct publication number
Establishing clear communication between the Studio and teams in NX
Cascading information and collaborating with other planning functions at Nest or external project managers/schedulers


	Relationships and autonomy
	Reports to the Head of Nest Creative Studio
Works in collaboration with the rest of the Nest Experience and wider Nest teams



Role requirements
Experience and technical skills
Knowledge of workflow and creative production
Outstanding project management and organisation skills
Proficient in the use of Indesign, Word, Excel and PowerPoint
Excellent attention to detail and proofing skills
Business acumen and negotiation skills
Personal attributes required 
Maintains the highest level of integrity and customer service
Able to build strong rapport and flex according to the needs of stakeholders and the business
An ability to thrive in a fast changing and growing corporate organisation
Comfortable working under their own initiative to drive out results
A highly motivated, adaptable, completer/finisher who can flex to meet the needs of the situation
Comfortable working with senior stakeholders
A very high level of attention to detail to ensure that work is of a consistently high standard
Education, qualification and professional membership requirements
The candidate will be degree educated in Marketing, Communications or English, or related subject. 
Differentiators
This is a chance to play a key role in the transformation of a purpose-led organisation and improve retirement outcomes for millions of people.
Roles like this don’t come up very often. This is a new team and you’ll have the support of senior leaders and talented teams across Nest to help you succeed.
You’ll be joining Nest at a time of exciting transformation and you’ll be a key partner in helping the organisation and our members to achieve their goals and realise our new Purpose.
Working pattern
Nest supports hybrid, flexible working and we are open to part-time candidates for this role
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