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	Team Assistant

	Directorate: Finance & Commercial Solutions

	

	Grade: 4


Departmental overview
	

	The Finance & Commercial Solutions (FCS) Directorate brings together financial stewardship with commercial and procurement expertise to drive stronger organisational performance, value for money, and strategic decision-making. This helps to ensure financial sustainability and maximise value from third-party spend by aligning financial planning, performance management, and sourcing strategies.

The Business Support function offers first-class administrative support to NEST’s senior managers and their teams. This role specifically supports The CFO’s office (which covers 3 functions: Procurement, Commercial + Finance). You will be supporting the CFO’s Executive Assistant and the wider FCS team.


The role
	

	We’re looking for a Team Assistant to support the wider team, within Finance & Commercial Solutions. This currently includes the following teams and respective management:
Financial Planning & Governance  
•	Finance Business Partnering
•	Finance Governance
•	Finance Change
Financial Control
•	Pension Scheme Accounting
•	Financial Accounting
•	Cost Control
Strategic Sourcing
•	Commercial Management 
•	Sourcing
The Team Assistant will work widely with colleagues across FCS, acting as a key support member and assisting with cohesion across sub-teams.
Working to the line management of the CFO’s EA, the Team Assistant will assist with project support, directorate comms, team strategy days, meeting support, the FCS SharePoint overhaul project and ensuring smooth administrative support to the wider team.



Scope and deliverables 
Accountability
	· Diary management for the Directors and their teams, including setting up and prioritising internal and external meetings, managing logistics and assisting with agendas.
· Arranging team meetings and team events, producing agendas, circulating documents and minute-taking as required.
· Manage team finance processes including expense management, record keeping and purchasing goods or services in line with internal processes.
· Organising travel for the wider team in alignment with relevant policies.
· Handling internal and external queries in a timely manner and escalating priority items based on an understanding of current issues.
· Managing IT requests and leading on new starter set-up and leaver processes for the team.
· Supporting the team in meeting governance, compliance and reporting requirements and ensuring internal assurance and compliance processes are adhered to and understood within the team.
· Providing general administrative support to enable the smooth running of all aspects of Nest Invest business. 
Support team development and promoting the right culture for Nest Invest.

	· Provide effective operational and administrative support to management and the wider team as required.
· Deal with all matters in a confidential and timely manner and be trusted implicitly with sensitive information.
· Liaise with senior internal stakeholders and external suppliers 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 the CFO EA during holiday periods.


Deliverables
	

	· Overhaul and manage the Finance SharePoint folder – this will be a focused project creating one centralised space for all Finance related items.
· Diary Support for the wider FCS leadership and their teams, including setting up and prioritising internal and external meetings, managing logistics and assisting with agendas.
· Arranging team meetings, strategy days and team events, producing agendas, circulating documents and minute-taking as required.
· Supporting with the preparations of materials for internal and external meetings including producing and printing
· Have visibility on committee days to assist with printing and adhoc requests
· Managing the FCS leadership annual leave tracker
· Assisting with the raising of FCS related POs
· Organising travel for the wider team in alignment with relevant policies.
· Own the FCS postal scanning and timely circulation
· Handling internal and external queries in a timely manner and escalating priority items based on an understanding of current issues.
· Supporting on IT requests and assisting new starter set-up and leaver processes for the team.
· Supporting the team in meeting governance, compliance and reporting requirements and ensuring internal assurance and compliance processes are adhered to and understood within the team.
· Providing general administrative support to enable the smooth running of all aspects of Finance and Commercial Solutions
· Support team development and promoting the right culture for FCS.


Relationships and autonomy
	Strong experience of providing administrative support in a demanding professional environment
Proficient user of Microsoft Office applications and able to learn new IT systems quickly
Experience of developing internal networks to achieve results


	· Work closely with the CFO’s EA to ensure the leadership team work collaboratively to support a high performing directorate.
· Build strong relationships across the wider FCS leadership team and directorate.
· Work closely with other Business Support colleagues and teams across wider Nest, providing colleagues with timely updates.
· Work with Business Support colleagues within Nest, sharing knowledge, covering for each other, and coming together on projects when required.


Role requirements
Experience and technical skills
	

	The successful candidate will be able to demonstrate the following experience and technical skills:

Strong experience of providing administrative support in a demanding professional environment
Proficient user of Microsoft Office applications and able to learn new IT systems quickly
Experience of developing internal networks to achieve results


Personal attributes
	

	The role will require someone with the following personal attributes:

Excellent interpersonal and communication skills 
Ability to work independently and flexibly, making informed decisions / applying judgement
Collaborative team player, ability to manage varying requests across directorate sub-teams 
Proactive, looks for opportunities to make a contribution
Pragmatic, solution-orientated, and focussed on getting the job done 
Accuracy and attention to detail
Ability to build successful working relationships across a diverse working culture 
Comfortable liasing with senior stakeholders
Time management/ organisation skills and ability to work to deadlines 
Demonstrates absolute discretion when handling confidential or commercially sensitive information 



Working pattern
	

	Full-time, hybrid 
Requirement to be in the office 2 days per week


Grade Descriptor
	

	Grade: 4
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