	Competency Based Job Profile 



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Chief Executive
	SERVICE GROUP: West Yorkshire Pension Fund (WYPF)

	POST TITLE: Casual Finance Officer
	REPORTS TO: Senior Finance Officer

	GRADE:   £13.26 per hour
	POST REFERENCE (SAP): 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the knowledge and experience required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 

	Key Purpose of Post:

	Is to support WYPF in providing pensions financial services to approximately 900 employers and 500,000 pension members across the UK, accounting for pensions payroll of £850m and pension contribution income of £650m per year; managing pensions operational budget of £22m per annum. Work within WYPF Finance Team in delivering WYPF statutory financial responsibilities, maintain financial controls by providing a range of transactional and technical accounting services to services within WYPF and CBMDC Corporate Services. The role of Casual Finance Officer is to:
1. Ensure timely receipt of all income due to WYPF, payments made are paid correctly by WYPF, active members data returns are recorded and fully accounted for in the general ledger system (SAP) and pension administrative system (UPM).
2. Monitor employers’ performance on financial activities, data and statistical returns with WYPF. 
3. Process, validate and where necessary investigate and correct monthly data returns from employers and post validated monthly data returns and financial transactions on pensions administration system. 
4. Assist finance officers in carrying out WYPF day to day financial services operations, deputise as necessary for finance officers, at all times operate with appropriate financial discipline, confidentiality and data protection policies on payroll information, whilst maintaining a good working relationship with all business contacts.
5. Take reasonable care of own health and safety and that of others who may be affected by the work of the post holder.


	Main Responsibilities of Post: Max 15 Bullet points

	Principal Duties – Generic
1. Develop specific knowledge about pension financial transactions, pension contributions payments – employers’ and employee rates, pensions benefit payments and general pension finances.
2. Understand and apply CBMDC’s general finance policies and procedures and basic understanding of accounting rules and policies.
3. Support the team in processing monthly returns from employers, follow up on employers, members and service partners’ enquiries on payments, monthly data returns and contribution payments.
4. Provide timely financial information and advice to WYPF officers, employers and suppliers and service users.
5. Support the named Finance Business Partner and primary finance contact for a set number of allotted employers on all data returns and financial queries, with responsibility for managing financial transactions, monthly data returns, data processing on pension systems, employers performance monitoring, contribution monitoring  for the allotted employers.
6. Analyse and carry out monthly reconciliation of contributions due and paid employers allocated to them and provide annual statement of payments to employer for audit certification.
7. Process, validate, investigate errors and post validated monthly data returns and financial transactions from employers on pensions’ administration systems.
8. Take responsibility for managing their employers’ monthly data return performance, ensure data returns are processed within agreed deadlines and find solutions for employers to ensure monthly data returns and contributions payment processes are managed efficiently with individual employers.
9. Ensure WYPF pension administration processes, procedures and policies are followed for recording members’ contributions, detailed entitlement records such as hours, start and leaver dates.


	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of work i.e. financial management
	X

	Uses a wide range of basic computer applications such as Microsoft Excel, Word and Outlook.
	X

	Knows and understands how to use, interpret, handle and communicate

information
	X


	Relevant qualifications requirement: Will be used for shortlisting


	Applicants for Posts are expected to have:
5 Grade A to C GCSEs including English and Maths (or equivalent qualification)


	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 


	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; and persuading and handling private, confidential and sensitive information.


	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.


	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.


	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 


	Working Conditions: 
 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
 

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process. (basic disclosure and barring service check is required for  WYPF finance Staff).


	Compiled by: Abdul Majid
Date: 8th June 2026
	Grade Assessment Date: Jun 2026

	Post Grade: 
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