

	Competency Based Job Profile First Line Manager (June 2019)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: CX
	SERVICE GROUP: WYPF

	POST TITLE: Senior Pensions Officer 
	REPORTS TO: Team Manager

	GRADE: Band 8 / SO2
	SAP POSITION NUMBER : 


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.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications 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.  
	Key Purpose of Post: 

	1. To provide pension administration and payroll services for the Local Government and Fire Pension Schemes administered by WYPF covering more than 800 employers for LGPS and Fire Schemes, and in excess of 400,000 members across the UK, accounting for annual pensions payroll in excess of £750 million. The role of Senior Pensions Officers is to:
2. Supervise staff and manage the day to day work of the Team by:

· Monitoring and prioritising team workload.

· Ensuring compliance with Local Government Pension Scheme (LGPS) and Fire Pension Scheme regulations, WYPF and Council policies and procedures including statutory deadlines and inhouse Key Performance Indicators.  
· Facilitate the timely and accurate provision of information to active, deferred and pensioner members, employers and third parties such as Independent Financial Advisors and other pension schemes at all times operating with appropriate financial discipline, confidentiality and within GDPR policies.
3. Deal with technically complex areas of work relating to the administration of the LGPS and Fire Pension schemes administered by WYPF requiring significant investigative and analytical skills. 
4. Participate in exercises with peers and senior colleagues to improve performance and standards of work across WYPF and employers to ensure excellence in team performance and delivery of service.


	Main Responsibilities of Post:

	LEVEL 1 - (Band 8) - Principal Duties 
1. Check the work of Pensions Officers (PO’s), ensuring accuracy of calculations.Authorise benefit payments within statutory deadlines and Key Performance Indicators. 
Process daily & monthly payrolls, authorising payments via BACS system and managing        monthly payroll reports.
2. Provide technical support, guidance and training for POs and other colleagues to ensure the team operates in line with LGPS and Fire Pension schemes regulations and associated legislation such as HMRC taxation rules, Financial Conduct Authority guidance. 

3. Provide help and guidance to scheme members and bereaved families on complex queries in respect of their scheme membership, benefits and options. Handle any complaint cases with confidence and sensitivity.
4. Undertake regular supervision journal reviews and provide mentoring and guidance for Pensions Officers for whom supervisory responsibility is allocated, responding to and dealing with poor performance. Support other Pensions Officers in colleagues absences.
5. Participate in project working groups and exercises to promote continuous improvement of processes, procedures and documents in the Service Centre. 

6. Responsible for the correct application of WYPF’s Quality System and identify any service improvements to Team Manager. Undertake quality audits as laid out in the annual audit calendar to improve procedures.

LEVEL 2 - (SO1) - in addition to above 
7. Responsible for undertaking complex manual calculations, modelling calculations using Excel spreadsheets, and peer checking calculations, including HMRC Annual and Lifetime pension tax limits.
8. Deal with highly complex areas of pension work applying specialist knowledge of LGPS and Fire Pension schemes regulations and associated legislation. Assist the team to resolve complicated cases and identify cases to develop training programmes. Undertake peer checking of this work.
9. Plan and deliver pension training sessions for Pensions Officers and across the organisation as directed by Team Manager. Prepare reports for the progression and appraisal of Pensions Officers for the Team Manager, with feedback on staff performance. 
10. Assist managers with the development and testing of processes and procedures; devising and interrogating a range of complex manual calculation routines for cases that the administration system cannot perform correctly including unusual or complex scenarios.
11. Initiate, plan and deliver pension training sessions for Pensions Officers & Senior Pensions Officers and colleagues in other departments. Delivering presentations on the Pensions Administration system (UPM) for new staff  as part of the induction process and for other external clients. 
12. Liaise with employers, other departments and third parties to share best practice . Represent the team at meetings.
13. Supervise the Team, under the direction of the Team Manager, as and when required.
14. Lead project working groups, exercises and discussions on common areas of work, to improve performance standards and delivery of service across WYPF. 

15. Participate in the recruitment process of peers and Pensions officers, as and when required.
LEVEL 3 - (SO2) - in addition to above 
16. Assist in the management of staff and direct the day to day operation of a functionalised administration team.
17. Provide advanced technical support on LGPS and Fire Pension Scheme regulations plus associated legislation such as HMRC taxation rules, Financial Conduct Authority guidance, procedures and practices to assist staff in dealing with complex decisions and explanations for scheme members.

18. Improve team performance by monitoring work performance statistics and reviewing work statistics, allocation and priorities. Resolve problems within the team to ensure good team performance and service delivery. Part of this function includes carrying out internal quality audits.
19. With guidance from the Member Services Manager, manage the Team (of up to 15 staff) in the managers absence and represent the team or section at internal and external meetings; eg. User Groups, Big 6 Employers, QIR & client meetings.



	Structure:



[image: image1]



	Special Knowledge Requirement: Will be used  for shortlisting. 


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

	
	Essential


	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical / specialist area within the public sector pension benefits industry


	         X


	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of work. Understanding of data protection and data security protocols
Understands working practices, including risk in own area of work and or across other areas of work including pensions and overriding legislation.


	         X

	A good knowledge of pensions administration or payroll systems and the ability to use and understand a wide range of specialist computer applications relating to pensions work eg. UPM, Excel, Word & Outlook


	        X

	Knows the costs for products and services within own area of responsibility


	

	Knows and understands how to analyse, interpret and present complex information from a variety of sources


	          X

	A sound knowledge and understanding of the LGPS and/or Fire Pension schemes administered by WYPF and the ability to deal with technically complex areas of work.


	          X

	Able to recognise service delivery requirements and effectively communicate with members of the scheme, dealing with correspondence, queries and requests across a range of activities, in a timely and accurate manner.


	          X

	Uses organisational skills to manage own workload, exercising good judgement and initiative to prioritise work, work to strict deadlines and be responsible for own service provision.

	         X

	Able to supervise staff under own initiative and abilities, and manage the team, in the absence of the Team Manager, with assistance from a senior manager.

	          X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.

Demonstrate understanding of quality management, quality assurance, quality standards, and compliance audits.

	          X


	Relevant experience requirement: Will be used  for shortlisting 


	Level 1 - (Band 8)
Experience of pension scheme and/or payroll administration within a team, including at least 1 years recent and relevant experience of training, supervising and assisting staff. 

Experience of dealing confidently and accurately with scheme members and staff outside the organisation.

Working as part of a team.



	Level 2 - (SO1)
Experience of pension scheme and/or payroll administration.

Recent and relevant experience of training, supervising and assisting staff.

Participation in meetings with staff inside the organisation.



	Level 3 - (SO2)
Significant experience of pension scheme and/or payroll administration,

including recent and relevant experience of training, supervising and assisting staff.

Experience of participation in meetings with staff both internal and external to the organisation (employers, clients, contractors, other pension administrators, legislative bodies for example).



	

	Relevant professional qualifications requirement: Will be used  for shortlisting 


	Level 1 - (Band 8)
5 GCSE Grade C or above (including Maths & English) or equivalent level qualifications AND the Certificate in Pensions Administration (CPA) qualification OR currently studying for the CPA qualification.
or

another recognised professional pension/payroll qualification 

or 

an equivalent level, relevant professional qualification. 



	Level  2 - (SO1)
5 GCSE Grade C or above (including Maths & English) or equivalent level qualifications AND the Certificate in Pensions Administration (CPA) qualification 

or

another recognised professional pension/payroll qualification 

or 

an equivalent level, relevant professional qualification. 



	Level 3  - (SO2)
5 GCSE Grade C or above (including Maths & English) or equivalent level qualifications AND the Certificate in Pensions Administration (CPA) qualification 

Must have completed the CIPP Foundation Degree in Pensions Administration & Management 

or hold another recognised professional pension / payroll qualification.




	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage 
their workload and carry out a number of specific tasks accurately and at 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 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.

	Applying Project and Programme Management Our manager’s 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 Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	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 outline if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	Compiled by:

Grace Kitchen
Date:March 2022
	Grade Assessment Date:


	Post Grade: Band 8 to SO2
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