

	




	Central Support Services
	Business Management Specialist – Services and Solutions
Grade: 3 



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 pension programme, with a public service obligation to accept any employer wishing to use the scheme to discharge their automatic enrolment duties. 
Our award-winning pension fund is tailored to members’ requirements by combining extensive research and an expert understanding of their needs. First-class investment practice and governance are the backbone of our organisation. We invest responsibly and sustainably and are always transparent about the choices we make. It is both a privilege and a responsibility to help each of our members achieve the retirement they want. 
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.
Departmental/Directorate overview
	

	Services and Solutions (SaS) is a newly formed directorate that brings together Nest's operational delivery, technology, data and change capabilities to deliver reliable, member-focused services at scale. SaS has accountability for the delivery of Nest's member services through our strategic partners, managing the supplier relationship, monitoring performance and driving continuous improvement to provide a reliable cost-effective member service.
Alongside member service delivery, SaS provides enterprise-wide services across technology, data and change, delivering the platforms, services and change management activity that support Nest's long-term strategy. Working closely with internal teams and external partners, the directorate focuses on operational excellence, resilience, innovation and continuous improvement, ensuring services remain compliant, efficient and secure for good member outcomes. 


The role
	

	The purpose of this role is to support the effective running of the Services and Solutions directorate by providing high-quality business management, planning, reporting, and coordination support. The role will help create structure, insight, and consistency across SaS, enabling the senior leadership team to make informed decisions and deliver directorate priorities effectively.
This role supports the SaS Business Manager, enabling the effective delivery of business management activities across the directorate. It plays a key role in coordinating and supporting core processes including business planning, budgeting, resource management, performance reporting and communications, ensuring leadership has timely, accurate insights to support decision-making and that the directorate operates smoothly and consistently.
This is an exciting opportunity to join a newly forming team at a pivotal stage. As the function is established, you will play an active role in shaping how business management is delivered across SaS, helping to design and embed new processes, ways of working and tools. You will work closely with the SaS Business Manager and senior leadership team, contributing to a more coordinated, efficient and connected directorate, and supporting the development of a strong “one team” culture across SaS.
You will be someone who thrives in a fast-paced, evolving operational environment, and is comfortable working without established processes or frameworks, taking a proactive, hands-on approach to getting things done and helping to build structure and networks of key people as you go. You will be someone who enables, influences and builds, going beyond coordination to drive real impact.


Scope and deliverables 
Accountability and Deliverables
	

	Business Management Support
· Coordinate and support directorate-wide planning cycles (business planning, budgeting, resource tracking), providing a single trusted view of day-to-day and medium-term priorities
· Play an active role in shaping, implementing and continuously improving Business Management processes, improving ways of working and reducing duplication
· Build strong networks across SaS and the wider organisation, influencing colleagues, including engaging effectively with the SaS senior leadership team, to support the delivery of SaS objectives
· Produce regular performance reporting, dashboards and presentations for senior forums, ensuring accuracy, insight and timely submission 
· Track actions from governance forums (Leadership team, ExCo, Committees, audits) and proactively follow up with senior stakeholders to drive delivery
· Maintain and evolve key artefacts (plans, RAID logs, action trackers, resource plans) to ensure consistency and accuracy 

· Support workforce processes (e.g. recruitment tracking, onboarding coordination, organisational data), contributing to an up-to-date view of capability across SaS 

· Maintain and continuously improve central documentation, templates and repositories for SaS business management 

· Support key initiatives and special projects, contributing to delivery tracking, stakeholder engagement and outcomes

Reporting & Insights
· Produce reporting packs, summaries and slide decks
· Gather and validate data from across SaS to support performance reporting
· Support analysis of key metrics (delivery, financials, resourcing) and contribute to identifying trends, risks and opportunities
· Ensure data accuracy and consistency across reports

Coordination & Communications
· Coordinate leadership meetings (agenda setting, papers, actions), ensuring effective follow-up
· Support internal communications (updates, newsletters, key messages), ensuring consistent messaging and alignment across the directorate
· Act as a central point of coordination across teams for information requests, and liaise with internal and external stakeholders as required
· Support the Director of Business Management and Operational Resilience as required.

Developmental opportunity
· Develop the capability to deputise for the SaS Business Manager as required, representing the function in leadership meetings and wider forums across Nest 
· Produce ad hoc presentations with light supervision where needed



Relationships and autonomy
	What levels of seniority would this role regularly interact with/influence? e.g. Heads of, Directors, Executive Board, Trustees?
List the teams/immediate colleagues you expect this person to interact with to be successful in this role.
Are there any key external stakeholders that this role will need to work with?

	

	The role will report to the SaS Directorate Business Manager and work closely with the Director of Business Management and Operational Resilience, who is accountable to the Chief Technology and Operating Officer (CTOO). 
The role will work with guidance from the SaS Business Manager but be expected to take ownership of defined activities, manage deadlines proactively and escalate risks or issues appropriately.
This role will form part of the new Business Management team, working in collaboration with the SaS senior leadership team to deliver strategic and operational priorities. There may be some exposure to the Executive and Committees.
This is an important role within SaS, with significant impact and stakeholder management. 


Role requirements
Experience and technical skills
	

	Essential
· Experience in a business support, operations environment, change, PMO, governance or coordination role
· Experience producing reports, dashboards or presentations for senior stakeholders  
· Strong analytical and numeracy skills - ability to gather, interpret and present information clearly and accurately
· Strong Excel and PowerPoint skills 
· Ability to manage multiple priorities in a fast-paced environment while maintaining high-quality and accurate outputs 

Desirable
· Experience in a complex, multi-team or regulated environment
· Understanding of business planning, finance, risk, change or operational delivery
· Experience supporting governance forums or senior leadership meetings



Personal attributes
	

	· Highly organised with strong attention to detail 
· Proactive and reliable, with a pragmatic ‘gets it done’ mindset 
· Strong communication skills, able to work with a range of stakeholders and confident to contribute views and influence senior stakeholders (SaS Leadership level)
· Comfortable working in a fast-paced, evolving environment 
· Collaborative and team-oriented approach, able to build a network of relationships to support delivery
· Curious and willing to learn, with an interest in business management and operations 
· Able to manage competing priorities and meet deadlines 
· Process-minded with a focus on improving efficiency
· Able to deal with all matters in a confidential and timely manner and be trusted implicitly with sensitive information


Working pattern
	

	The role is based in London, with flexibility for hybrid working arrangements.
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