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Business Operations Manager
We’re looking for a collaborative and proactive Business Operations Manager to help our growing team run smoothly and effectively. You’ll play a central role in keeping our finance, procurement, governance and other operational processes on track, supporting the foundations for delivery of our ambitious and impactful programme. 
	Location
	Canary Wharf, London

	Workplace
	Hybrid 

	Employment
	Fixed term contract: the initial term for this contract is 12 months 
We will consider full-time and part-time (0.8 FTE)


About the Centre for Inclusive Money at Nest
The Centre for Inclusive Money at Nest is a public benefit research and innovation centre. Our mission is to find what really works in supporting low- and moderate-income households to be financially secure, both today and into retirement, and to drive transformational change in the system.

We build and amplify deep, rigorous insight into the lived experience of low- and moderate-income households, seeking to better understand how people actually earn, spend, save, cope with the unexpected, and invest for the future. 

We develop innovative solutions grounded in that understanding. We test them in the real world. We gather robust, rounded evidence about what genuinely makes a difference. And throughout, we work with the people who have the power to act – industry, employers and government – to turn that evidence into lasting change; informing decisions and catalysing the adoption of what works at scale. We work inclusively and collaboratively across boundaries and silos, because we know no single organisation can deliver this kind of change alone. 

We are building towards a fairer and more inclusive system of joined-up products and services that meets people where they are, supports their diverse needs and makes it easier for them to achieve good outcomes. Getting this right and improving household financial security can unlock greater individual wellbeing, social participation and economic growth.

The Centre for Inclusive Money was founded by Nest, the workplace pension provider built to give everyday workers somewhere good to save – already supporting more than 14 million people to plan for the future. We work with a wide range of organisations to explore, test and scale new ideas in the real world. 

For more information visit www.inclusivemoney.org.uk. 



About the role
As our Business Operations Manager, you will play a central role in helping the Inclusive Money team run smoothly and effectively. Working closely with the Head of Operations and Programme Delivery, you will support the day-to-day operational management of our growing team, including acting as our team’s lead for our finance management, procurement coordination and risk partnering activities. 

This is a practical, hands-on and highly collaborative role for someone who enjoys bringing clarity, structure and consistency to a busy, fast-moving environment. 

You will work across our entire team of about 30 people - which includes colleagues in research and innovation, communications and events, fundraising and strategy, management and cross-functional forums - as well as with the wider Nest teams such as our colleagues in the Finance, Procurement, Risk and IT directorates. 

A key part of the role will be helping us improve how we work as we grow. This includes supporting team-wide planning and coordination, maintaining and evolving our dashboards and documentation, improving the ease and effectiveness of how the team works and contributing to internal workstreams that make our processes clearer, simpler and more consistent.

You will be the go-to person for finance and procurement related support within our team. You will help ensure that our information-sharing processes and tools support cross-team and cross-programme joining up as well as consistent and compliant ways of working.

We are looking for someone proactive, organised and pragmatic, who is comfortable working with evolving processes and complexity and can help others navigate operational requirements in a clear and supportive way. This is a great opportunity to make a visible contribution across the entire team, helping us deliver our ambitious programme and drive impact. 

The Centre for Inclusive Money team works flexibly, and we actively encourage applications from those seeking flexible working patterns, including part-time working or compressed hours. 
Objectives of this role
· The Centre for Inclusive Money team is supported to work confidently and consistently within operational processes, tools and ways of working.
· Finance, procurement and operational processes are well-managed, accurate and delivered to agreed timelines, with clear visibility of budgets, spend and upcoming requirements.
· Operational risks, controls and business continuity plans are kept up to date, reviewed through agreed cycles and escalated appropriately when action is needed.
· Team-wide planning, reporting and governance materials are maintained to a high standard, giving colleagues and senior leaders a clear view of priorities, progress, actions and decisions.
· Internal processes, tools, guidance and documentation are kept clear, consistent and easy to use, supporting the team in effective planning, coordination and delivery across programmes and functions.
· Operational workstreams and improvement activities are delivered on time, to agreed standards and in a practical, well-organised way, with progress tracked and issues managed or escalated early.
· Strong working relationships are built across the Centre for Inclusive Money team as well as with colleagues from other Nest directorates, enabling timely coordination, effective problem-solving and smooth delivery of our programme.


Responsibilities
Financial Management and Procurement Coordination:
Own the team’s financial tracking, reporting and reconciliation process, maintaining an accurate view of expenditure, budgets and funder income.
Produce financial reports, providing our CEO with clarity on total spend and financial milestones
Acts as the teams’ first point of call for finance-related processes and queries, providing advice and guidance to colleagues
Maintain oversight and coordination of procurement activity, supplier onboarding and contract renewals, ensuring procurement requirements are identified and progressed in a timely manner
Support colleagues in navigating procurement, invoicing and purchasing processes, coordinating with Finance and Procurement teams where required
Undertake procurement activities directly when needed to ensure continuity of delivery
Risk Management and Governance:
Act as the primary liaison between our team and Nest’s central corporate Risk Directorate, ensuring our team’s operational risks, controls and mitigations are monitored and reported appropriately 
Active participation in the central Risk Forums
Support the maintenance of governance documentation, policy and operational records
Coordinate the maintenance of data protection governance activities, including periodic reviews of the team’s Record of Processing Activities and ensuring related records are kept accurate and up to date and helping the team comply with agreed data retention requirements
Lead the ongoing maintenance and ongoing periodic review of the team’s business continuity plans and associated operational resilience documentation
Planning, Coordination and Business Operations:
Lead and coordinate operational workstreams and internal projects from scoping and planning through to driving progress and delivery
Support team-wide planning and coordination activities, developing and maintaining records, action logs, and reporting that helps us stay aligned across the team
Prepare meeting materials and agendas and supporting information for key operational and governance forums where required
Build strong relationships and act as a central point of contact for operational support and initiatives, both within our team and the wider Nest organisation
Act as a central point of coordination across our team for information requests and liaise with wider Nest stakeholders as required
Operational Improvement and Business Operations:
Develop, maintain and improve operational guidance, standard operating procedures, and supporting documentation to improve consistency and enable effective delivery across the team
Capture lessons learned to support continuous improvements to our ways of working

Additional responsibilities and duties with the overall role purpose to be agreed with the Head of Operations & Programme Delivery.
Required skills and qualifications
Essential 
Proven track record in business operations, operations environment, project management officer, governance or coordination roles - preferably in the professional services sector
Solid experience with budget tracking, monthly reconciliation and maintaining accurate oversight of non-staff costs across multiple budgets, projects and funding streams
Experience with maintaining risk registers and coordinating formal risk review cycles
Experience of producing and maintaining high quality and easy to use business documentation, project plans, logs, spreadsheets and dashboards
Excellent organisational and time management skills with ability to manage multiple priorities in a fast-paced environment while maintaining high-quality and accurate outputs
Strong written and verbal communication skills with the ability to connect with and have confidence to be assertive at all levels within the organisation
Strong MS Excel skills and good working knowledge of other MS applications, including PowerPoint and Word as well as collaboration applications such as Sharepoint and Teams
Desirable
Experience with procurement and supplier onboarding, preferably including familiarity with public sector procurement regulations, framework and processes
Practical experience in analysing workflows, and writing clear and well-structured standard operating procedures (SOPs)
Proven track record of being a proactive and effective business operating partner who is able to develop and maintain effective working relationships within and outside of our team
Working knowledge of UK GDPR and data protection requirements, with the ability to support good governance and compliant ways of working in an operational context
Good awareness and experience of business operation processes, tools and systems
Demonstrate experience of providing guidance to others in procurement and finance related processes

We are open to consider a variety of backgrounds. Other roles you may have experience of include: (assistant) project manager, business manager, business consultant, or service delivery manager. 

If you meet a majority of what we’re looking for, please still apply. We understand not everyone will meet all the requirements. 

We are reviewing applications regularly as part of our recruitment process. 


Personal attributes and relationships
This role will suit someone who is a positive and proactive individual, who is a great role model on operational management, good governance and cross-functional collaboration. By your nature, you are solutions focused, using a logical and pragmatic approach.

In addition, you are / have:
A commitment to our mission and purpose
Passionate to make an impact across the team
Comfortable working within a growing team that has big ambitions to deliver innovative work which may pose challenges
Willingness to work collaboratively, supporting the team in their delivery of our programme
Strong attention to detail with the ability to understand how individual tasks, decisions and processes fit into the wider team priorities and organisational requirements
Focused on continuous improvement, taking pride in your ability to unlock operational challenges
Proactive and who is willing to work on their own initiative, takes personal responsibility for doing a great job
Excellent interpersonal skills with the ability to communicate effectively and confidently
Rigour in following established processes and compliance with regulation and policies
Comfortable working in a flexible way, responsive to changing and conflicting deadlines
A commitment to team working, diversity and inclusion 
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