

Pensions Officer
Grade 3 to Grade 5

	Post Title
	Pensions Officer

	Service Area
	Resources
	Line Manager
	Senior Pensions Officer

	Location
	Walton Street Offices
	Job Family 
	OS03O – OS050



	Job Purpose and Job Context

	To assist the Senior Pensions Officers with all aspects of Local Government Pension Scheme (LGPS) administration. Providing information and support to scheme members and other relevant stakeholders.







	GRADE 3

	Main Responsibilities and Duties

	Pensions Officer commencing & working through training plan.  
· To assist the Senior Pensions Officer with the administration of the LGPS
· Updating member records accurately 
· Ensuring that accurate and sufficient information is held so that member records are correct & liaising with scheme employers if information is incorrect
· Calculating basic member benefits & responding to member queries
· Responding to verbal enquiries from members of the LGPS
· Processing pension estimates as well as interfund transfers and additional contribution requests
· Basic level of understanding of complex calculations such as retirements.
· Keeping up to date with Regulations & Guidance as advised by the LGPS Training Officer/Senior Pensions Officers

	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:

	
	Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative

	Knowledge, Skills and Experience 
(taken from role profile)
	Job Specific Examples
	Essential
	Desirable

	Relevant practical experience working as part of team to meet service standards, targets and deadlines.
	
	
	

	Good knowledge of service provided in own area and relevant processes, systems, policies and procedures.
	
	
	

	Good ICT skills including use of Microsoft applications and specialist systems.
	Experience with Altair or similar software
	
	

	Good written and verbal communication skills and the ability to explain technical / specialist information in a way which a non-specialist can understand.
	
	
	

	Numerate and accurate with attention to detail.
	
	
	

	Good planning and organisational skills, with proven ability to prioritise workloads and achieve deadlines.
	
	
	

	Qualifications
	Essential
	Desirable

	Educated to GCSE / Level 2 or equivalent 
	
	

	Other Requirements
	Essential
	Desirable

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	
	



	GRADE 4

	Main Responsibilities and Duties

	Competent Pensions Officer in the majority of LGPS Benefit Administration. 
· To assist the Senior Pensions Officer with the administration of the LGPS & special projects which may arise from time to time
· Updating member records accurately 
· Ensuring that accurate and sufficient information is held so that member records are correct & liaising with scheme employers if information is incorrect
· Calculating all member benefits including leavers, pension estimates, transfers, AVCs, divorce, deaths and retirements.
· Responding to verbal enquiries from members of the LGPS as well as Scheme Employers and independent financial advisors.
· Checking the basic work of Benefit Administration team colleagues.
· Keeping up to date with Regulations & Guidance as advised by the LGPS Training Officer/Senior Pensions Officers

	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:

	
	Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative


	Knowledge, Skills and Experience 
(taken from role profile)
	Job Specific Examples
	Essential
	Desirable

	Relevant practical experience demonstrating development through a series of progressively more demanding and relevant work roles.
	Can demonstrate a high level knowledge of the LGPS Regulations & guidance
	
	

	Good knowledge of relevant systems, policies and regulations within professional service area
	
	
	

	Good knowledge of other areas of the authority relevant to the service.
	Understanding of Service Level Agreements & fund policies
	
	

	Good ICT skills including use of Microsoft applications and specialist systems.
	Highly trained in use of Altair
	
	

	Excellent written and verbal communication skills and proven ability to explain technical / specialist information in a way which a non-specialist can understand.
	
	
	

	Good planning and organisational skills, with proven ability to prioritise workload, monitor and evaluate work, to ensure deadlines are achieved.
	
	
	

	Highly numerate and accurate with attention to detail.
	
	
	

	Experience of contributing to projects as part of a team.
	Can evidence involvement in projects
	
	

	Qualifications
	Essential
	Desirable

	Educated to GCSE / Level 2 or equivalent 
	
	

	Relevant professional qualification - or working towards this.
	
	

	Other Requirements
	Essential
	Desirable

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.

	
	






	GRADE 5

	Main Responsibilities and Duties

	Competent Pensions Officer in all areas of LGPS Benefit Administration. 
· Assisting the Senior Pensions Officers with the administration of the LGPS & special projects which may arise from time to time
· Ensuring that accurate and sufficient information is held so that member’s records are correct & liaising with scheme employers if information is incorrect.  To take responsibility for complex/technical cases
· Ability to undertake all pension calculations including complex manual calculations to a high level of accuracy
· Responding to complex/technical verbal enquiries and informal complaints from members of the LGPS as well as scheme employers and independent financial advisors 
· To assist the Senior Pensions Officers with the checking of complex calculations
· Working with the LGPS Training Officer to provide training to the Benefit Administration team
· Keeping up to date with LGPS Regulations & Guidance and using the LGPS Website/PENGUIDE to find solutions to queries
· Representing the Benefit Administration team at member presentations when required.

	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:

	
	Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative

	Knowledge, Skills and Experience 
(taken from role profile)
	Job Specific Examples
	Essential
	Desirable

	Extensive relevant practical experience within the service or a related professional area demonstrating evidence of appropriate level of knowledge. 
	Can demonstrate an extensive knowledge of the LGPS Regulations & guidance
	
	

	Detailed knowledge of the systems, policies, regulations, professional guidelines and legislation relevant to the work area.
	Understanding of Service Level Agreements & fund policies
	
	

	Practical understanding of the range of services provided within area of specialism and their contribution to overall organisational performance.
	
	
	

	Good knowledge of other areas of the authority relevant to the service and awareness of wider sector / external influences.
	
	
	

	Excellent ICT skills including use of Microsoft applications and specialist systems.
	Highly trained in use of Altair
	
	

	Well-developed interpersonal and communication skills to build relationships and engage successfully with the stakeholder community.
	
	
	

	Proven ability to explain technical / specialist information in a way which a non-specialist can understand.
	Providing training to team members
	
	

	Proven initiative and judgement to identify and resolve problems
	Shown by taking responsibility for complex cases
	
	

	Good planning and organisational skills, with proven ability to prioritise and co-ordinate workloads, monitor and evaluate work, to ensure deadlines are achieved.
	
	
	

	Experience of contributing to project delivery as part of a team.
	
	
	

	Qualifications
	Essential
	Desirable

	Educated to Level 3 or equivalent 
	
	

	Relevant professional qualification - or working towards this.
	
	

	Other Requirements
	Essential
	Desirable

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.

	
	



This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.
