Bradford City Council KF Role Profile March 2022
 Role Profile

	Reference Number
	00525

	Role Title
	Pensions Systems Manager

	Directorate
	Office of the Chief Executive

	Department
	West Yorkshire Pension Fund 

	Reports to
	Head of Technology, Projects and Communications 

	 

	



	Role Purpose

	In conjunction with the Senior Management Team, set a clear vision, strategy and direction for the Pensions Administration Software Services covering over 500,000 members across the LGPS and Fire pension schemes.
Manage the testing and implementation of system upgrades and software releases to assist in the administration of the pension schemes for the multi client pension funds administered by WYPF.  Document system changes and deliver user training as required. 
Direct, lead and manage the operation of a highly skilled and knowledgeable team creating a high performance culture and environment to improve the efficiency and effectiveness of all pension fund operations.  This includes initiating and requesting developments to drive this from the in-house development team and external parties such as the pensions administration software provider. 




	Accountabilities

	Develop the strategy, manage and lead WYPF pensions administration software services that store the data and administer benefits for over 500,000 member. Understand the impact that programme/project changes have on WYPF and its shared service LG and Fire partners.

Provide expert advice and feedback to industry bodies and regulators, such as The Pensions Regulator, thereby contributing at a local and national level to pension strategies.

Identifies cost and efficiency savings in administration through innovation of the pensions administration software and services, moving WYPF forward by commissioning these services from both internal and external providers.

Responsible for policy and governance of pensions software frameworks and print services.  Managing the risks of continuous improvement within a highly regulated environment.

Leads a team to implement sustainable measurable improvement to systems in a controlled complex operation delivering transformational change ensuring economies and effectiveness.

Lead and manage a highly skilled and knowledgeable team developing active questioning of the status quo, and a transformational culture nurturing innovation.

Managing and overseeing third party ancillary services e.g. print software and mailing house/s.   

Project management of system changes, responsibility for the technical accuracy of systems changes and training of the changes to the administration teams.  Act as subject matter expert on the changes, understanding the changes will have on the operation.

Drive collaboration and facilitate partnership working in the service to ensure successful implementation of remedies and preventative measures liaising with external organisations, new partners and employers to build and maintain a good business and working relationship with them and ensure delivery of agreed standards of service. 

Develops a working culture which is highly planned, understands and takes account of risks and allows colleagues to positively bring forward new ideas and developments.

Responsibility for the management and oversight of all print services including Annual Benefit Statements and all day-to-day mail.   

Ensure the preparation, issue and update of appropriate Quality Assurance procedures and Internal Audit requirements. Receive internal audit and quality audit reports and recommendations, taking the necessary timely enhancing, corrective and preventive actions required. Attend the quarterly review meetings. 

Responsible to the Head of Projects, Communications and IT, working within regulatory policy guidelines and objectives. Works mainly on own initiative in a highly specialised field with a high degree of discretion and delegated authority. The seniority of the post is such that the post holder is required to demonstrate strategic initiative, political awareness; professional, managerial and technical competence in carrying out the functions of the post, whilst referring matters to the Head of Projects, Communications and IT.

Leads and directs change across highly confidential information regarding staff, Pension Fund members’ and employers, the unauthorised disclosure of which would severely damage the reputation of WYPF and the Council and potentially incur significant fines and rectification costs.  As such the post holder requires an expert knowledge of GDPR and associated regulations. 

Maintain an understanding of advances in the relevant technology environment and be able to deliver expert advice while looking at ways that new technology can be implemented to deliver service improvements.







	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 with pro-active, problem solving, creative, agile, and operational skills.

Training and coaching direct reports to be a high performing team.  Imparting knowledge to empowering staff to question current practices, innovate and be confident to risk manage.

Able to make complex controlled decisions and prioritise the workload impacting the pensions administration service, to deliver improved outcomes, cost and efficiency benefits and streamlined processes.

Subject matter expert in pensions administration software and how this software is applied and used by administration teams.

Experience of managing key suppliers including delivery streams and regulatory processes that are timebound.

Ability to apply critical thinking and evaluation across Local Government Pension Scheme and Fire Pension Scheme regulations.  Interprets and critically analyses regulatory guidance and standards across Local Government Pension Scheme legislation and Fire Pension Scheme.  Ensuring that relevant standards are met.

Minimum of 5 years’ experience in software management, application and performance management, 2 years at a senior level.
Must have a degree in a relevant subject area or equivalent pensions  qualification.
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.





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

	
Responsibility for 4 Pensions System Developers

Staffing budget of approx. £200,000 for this role. 

Responsibility for the security of over 1 million pension scheme member and employer records.
 
Holds permitted, complete and unrestricted system level access.
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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 

	Carries Out Performance Management – covers the employees’ 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, counselling, negotiating 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 treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  
Management Competencies: to be used at the interview stage
Operates with Strategic Awareness - 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 - 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 - 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.
Applying Project and Programme Management - Managers work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to            contingency planning
Developing High Performing People and Teams - Managers coach individuals and teams to achieve             their potential and take responsibility for continuous improvement. They champion the Council’s values               and goals
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.
There is a requirement for the post to have a DBS check.




Head of Technology, Projects and Communications


Pensions Systems Manager


Pensions System Developer
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