Bradford City Council KF Role Profile March 2022
 Role Profile

	Reference Number
	 

	Role Title
	Head of Governance and Fire Pensions Administration

	Directorate
	Office of the Chief Executive

	Department
	West Yorkshire Pension Fund 

	Reports to
	 Assistant Director (Finance, Administration and Governance)


	 

	



	Role Purpose

	Provide strategic leadership to ensure that WYPF delivers pension administration to its Fire and Rescue Authority (FRA) clients providing contractual services including complex pension calculations and payments of pension benefits to FPS members in line with pensions regulation (HMRC and MHCLG),  overriding legislation and the requirements of the Pensions Regulator. 
Responsible for ensuring WYPF has in place sound, integrated corporate governance policies, procedures and structures to comply with its legal and regulatory requirements in order to support the delivery of integrated services to Pension Fund Members, Employers, Partners and Clients.

Responsible for developing and maintaining strong relationships with shared service partners and FRAs and provide appropriate management and governance information and support as required. 

Manage the Local Pension Board and the Advisory Panel including developing agendas, producing and presenting reports, ensuring appropriate objectives and strategies are in place.

Support the development, maintenance and reporting of all governance processes, ensuring that they are implemented and measured to confirm they are improving organisational effectiveness, efficiency and customer focussed outcomes which is regularly reported to the Local Pension Board.




	Accountabilities

	Operations
To positively support and deliver the vision, values and strategic objectives of WYPF by providing constructive and timely advice on the Fire Service systems and processes.
To make a significant and sustained contribution to developing and integrating the continuing change required to ensure the Fire Service remains an excellent service to clients.
To ensure Fire Service systems are fully compliant with all legislative requirements of the FPS, and take account of the requirements of the Pensions Regulator.
Develop and maintain working relationships with top management, other senior officers and their services, other Pension Funds, service providers, external agencies, elected members and peer groups working corporately and cooperatively to ensure the service is at the forefront of innovation and change.
Develop and maintain services for clients to ensure all their requirements are met, exceeding the agreed standards.
Develop and maintain systems to minimise fraud risk, including working with national agencies, auditors, legal advisors and other service providers.
Represent and promote WYPF at appropriate local, regional and national forums and maintain and develop working relationships with professional bodies and other groups to ensure effective representation and promote meaningful networking.
Actively seek continuous improvement in the performance and development of the Fire Service, facilitate best value in service delivery and support the maintenance of the ISO 9001 and ISO 27001 accreditation. 
Act as an ambassador for WYPF by showing professionalism, high personal standards of integrity and courtesy at all times.  Promote this culture throughout the organisation.
People
Leading, delivering change and improving systems through new ways of working, engaging staff through a period of change to embed more effective performance and facilitating a culture of continuous improvement, collaboration and shared objectives. 
Develop a learning and high-performance culture, underpinned by linking with external organisations to provide non competing sharing of information, new technologies and associated knowledge transfer, driving innovation in WYPF. 
Promote fairness and inclusion across all service provision and employment through personal example, open commitment, clear action and direction.
Coach and mentor individuals within the organisation promoting high quality learning, ensuring the development of staff and assisting with career progression. Responsible for carrying out staff appraisals including the implementation and monitoring of staff development plans and appraisal targets. 
Responsible for the welfare, health and safety and discipline of staff, ensuring corporate standards are met; management of sickness absence being a key priority.
Principal Accountabilities – Specific
Responsible to the Assistant Director – Finance, Administration and Governance, working within broad policy guidelines and objectives with a significant degree of discretion and delegated authority. The seniority of the post is such that the post holder is required to demonstrate initiative, political awareness, professionalism, managerial and technical competence in carrying out the functions of the post, referring matters to the Assistant Director or Director of WYPF only by exception.
Deputise for Assistant Director – Finance, Administration and Governance as required, including attending meetings on their behalf.
Regularly prepare and present appropriate reports to senior management, Shared Service partners, FRA’s Local Pensions Board and the Advisory Panel (AP) as required.
Promote the continuous improvement of the service by:
•	Encouraging a creative approach to delivering innovative solutions.
•	Actively developing the capacity for professional skills and specialised knowledge and raising     competence levels in financial management across the organisation.
•	Building the section’s capacity and capability to deliver an excellent advisory service whilst ensuring that resources are aligned to meet the changing priorities and risks of the Pension Fund.
•	Responding to and dealing with poor performance.
Co-ordinate our business development activity leading the team towards full KPI  achievement and setting strategic goals.
Lead, manage, oversee and direct the team in key areas of Fire Service Administration and governance activity.
To devise and develop the working arrangements for the Fire Administration and Governance team to meet the overall strategy, policies and direction of the pension fund.
Develop and maintain contacts and relationships with other Local Government and Fire pension schemes and industry bodies
Develop good working relations with the Shared Service partners to improve the efficiency of the operations for both parties
Monitor development in the pension industry, particularly the Local Government and fire pension scheme sector, with a view to their relevance and the impact on WYPF.
Responsible for co-ordinating responses to SAR and FOI requests.
Responsible for identifying, arranging, supporting and evaluating all vocational training within the Pensions Administration section.
•	Source, plan and provide training, consultancy and motivation to staff within the Pension Fund.  Liaise with trainers and input into the development and provision of training sessions and courses. 
•	Ensure the Pension Fund is fully prepared for all pension scheme legislative changes and can demonstrate a proactive approach and exemplar compliance with all new and developing requirements.
•	Working across the whole of the Pension Fund and in conjunction with Bradford Council, take the lead on promoting and implementing corporate initiatives.
•	Ensure quality and consistency of service by promoting a high performance culture and accountability for delivering objectives.
Support the Assistant Director (Finance, Administration and Governance) in the management of the Fund’s Local Pension Board and Advisory Panel, including:
· Producing committee agendas and supporting papers
· Liaison with the Committee Secretariat
· Ensuring the Local Pension Board members have the required knowledge and understanding to perform their respective roles
· the training for Local Pension Board members, whether provided internally or via external sources
· Monitoring attendance at training and maintaining individual training plans
· Regularly reviewing the effectiveness of the Local Pensions Board.




	Knowledge / Skills / Experience required

	Understands the working practices, procedures and basic operations across own specialist area and those of wider WYPF team to enable the provision of effective system and operational support
Uses specialist knowledge of health, safety and environmental policies , procedures and regulations, including risk in own area and/or across other areas of work (inc legislation)
Uses a range of specialist ICT systems across own work area and or across other areas of work.
Oversees a budget, keeping costs within agreed levels for own department and contributes to Corporate savings.
Uses, interprets, analyses and communicates complex information from a variety of sources.
Proven track record of succeeding in high pressure environments, creating and communicating a picture of the long-term needs of end users.  Demonstrating the ability to critically analyse risks and develop strategies from this.
Building and creating high performance teams, through a learning and development culture in multidiscipline environment.  Having experience of using noncompeting organisational knowledge transfer environments for staff to gain external knowledge and progress.
Ability to set and manage significant workload and change agendas.  Developing planning, effective control and risk management in a highly regulated environment. 
Relevant experience requirement: Will be used in shortlisting
At least 10 years of experience of working in a pensions environment at a senior management position in a large, complex organisation.
Substantial proven leadership and a record of successful management at a senior level within a multi-disciplinary public or private sector organisation. Includes having gained experience of participation in, and successful contribution to, the strategic decision making process of a large multi-disciplinary organisation.
Senior managerial experience of successful resource management, and the delivery and measurement of cost effective, quality services.
Experience of working effectively within a political environment as well as evidence of developing, implementing and monitoring clear standards of performance and service delivery outcomes.
A successful record of managing change in a large multi-disciplinary organisation including developing, leading and implementing strategies and initiatives.
Experience of working collaboratively with other pension funds and partners in promoting and strengthening partnership working.
Significant experience of leading, motivating and managing multi-disciplinary teams, establishing a positive performance culture that has delivered positive outcomes and continued service improvement plus cost and efficiency gains.
Experience of initiating, leading and delivering regulatory change programmes in a complex and challenging environment involving multiple partners.
Experience of leading and delivering change and improving systems through new ways of working through an organisation, engaging staff through a period of change to embed more effective performance and facilitating a culture of continuous improvement. 
Relevant professional qualifications requirement: Will be used in shortlisting
A relevant degree or a recognised pensions qualification or management qualification.
Demonstrable recent and continuing professional and personal development.  






	Dimensions of role (direct/ indirect as applicable) eg total number of staff managed/ total budget/ total scope of role 

	Manage the access to highly confidential, personal, financial, political and commercially sensitive information; to ensure compliance with appropriate legislation e.g. GDPR, FOI, the unauthorised disclosure of which would prejudice the interests of the Council or Fund.
Manage and lead the Fire administration team (circa. 35 staff) delivering services to 24 Fire Authorities and reporting monthly to 3 LGPS Funds.

Responsible for the accuracy of Fire scheme pensions administration records for over 50,000 members. 

Manage the Governance for WYPF and attend external Pension Boards of the three LGPS Funds and the 24 Fire & Rescue Authorities 

Responsible for developing, implementing and reporting of Key Performance Indicators (KPI) for WYPF, partners and clients for LGPS &FPS

Attend internal and shared service partners Pension Boards, contract meetings and chairing Fire client meetings

Represent WYPF at national meetings for LGPS & FPS

Staff budget over £1.0m per annum

Responsible for responding to all FOI and SAR requests received by the Fund, within regulatory timescales.

Highly complex general pension legislation e.g. Pension Dashboard, Fire authority legislation plus GDPR, FOI, unauthorised disclosure of which would prejudice the interests of the Fund and led to regulatory fines.
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	Key benchmarked competencies, traits and motives required to successfully deliver the role (not required for JE.  Informs recruitment, succession planning, development and performance management 

	
Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes

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. 
Must be prepared to travel to address or participate in meetings, liaise with staff working in remote offices, undertake training both within and outside West Yorkshire. Must be able to work flexible hours as required by the needs of the service

The post will be subject to a DBS check.
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Senior Facilities Manager
P02
Governance and Business Development Manager
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Head of Governance and Fire Pensions Administration








Member Services Manager
Team Fire
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Senior Governance and Busiiness Development Officer
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Operations Support Officer
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Team Manager
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Senior Pensions Officer
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