ROBERT HUGHES
BUSINESS CONTINUITY SPECIALIST

Contact
Nottingham    |    07700 900835    |    robert.hughes@example.com
Profile
· Business continuity specialist with eight years’ experience in continuity planning, following an operations support role.
· Facilitate business impact analysis workshops and translate service dependencies into practical recovery plans.
· Design and run exercises covering workplace loss, supplier disruption and technology outages.
· Work with operations, IT and facilities teams to agree recovery priorities and resolve gaps identified in testing.
· Use Excel for impact analysis and action tracking, and SharePoint for controlled plans and exercise records.
· CBCI certified in 2024; experienced in maintaining evidence for an ISO 22301-aligned continuity programme.
Work experience
Business Continuity Specialist
Trentbridge Business Services | Jun 2022 – present
Support continuity arrangements for customer service and back-office operations across four UK sites and 22 departmental plans.
· Lead annual impact analysis workshops with service owners, documenting critical activities, dependencies and agreed recovery requirements.
· Reworked 22 plans with named deputies, supplier contacts and tested remote-working arrangements; secured service-owner approval.
· Delivered six scenario exercises in 2025 and tracked 31 resulting actions; 27 were completed by their agreed deadlines.
· Coordinated an IT outage exercise that exposed a shared authentication dependency in two proposed manual workarounds.
· Worked with IT and service owners on alternative access arrangements, then verified the revised process in a follow-up exercise.
· Prepare quarterly risk committee reports covering plan status, exercise findings, overdue actions and decisions requiring escalation.
Business Continuity Coordinator
Trentbridge Business Services | Apr 2018 – May 2022
Supported the continuity manager with plan reviews, staff briefings and incident records across three sites.
· Maintained plan registers and contact lists, reducing overdue annual reviews from 14 to four over two reporting quarters.
· Organised recovery workshops and recorded actions, owners and target dates for operations and facilities teams.
· Maintained the incident log during a two-day building closure, collating service updates for the response lead.
· Updated remote-working guidance after the closure and coordinated briefings for team leaders.
Operations Support Administrator
Eastfield Customer Services | Sep 2014 – Mar 2018
Provided scheduling, reporting and supplier administration for a regional customer service operation.
· Produced weekly staffing and service reports, checking exceptions with team leaders.
· Maintained supplier records and coordinated facilities requests during office moves.
Qualifications
Certificate of the Business Continuity Institute
CBCI examination passed | 2024
Education & development
BA (Hons) Business Management, 2:1 | Nottingham Trent University, 2014. Recent development: exercise facilitation and cyber incident coordination, 2025–2026.
Interests
Cycling, live music and restoring second-hand furniture.© FreeCVDownload.com.
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