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Job description and person specification

Pensions Officer


	Department 
	Finance
	

	Service 
	Norfolk Pension Fund
	

	Grade
	Grade F
	

	Reports to
	Pensions Consultant/Pensions Service Manager
	

	Responsible for 
	n/a
	

	Job reference
	JE5869 (MO10948)
	



	Job Purpose – 


	Pension Officers provide accurate information, advice and guidance to pension scheme members in line with Norfolk Pension Fund’s Mission and strategic objectives. They apply specialist technical LGPS knowledge and skills to ensure the accurate, efficient, fair and consistent application of LGPS and related regulations, policies, local processes and controls.


	Context – 


	The Norfolk Pension Fund (NPF) is responsible for administering the Local Government Pension Scheme on behalf of Norfolk County Council, for all Scheme employers participating in the Norfolk Fund. The Fund plays a key role in the local community, providing one in 10 of Norfolk’s population with pension services. The pension provision is a statutory function. Over time the number of employers contributing to the fund has grown to over 436, while the number of members exceeds 100,000. The growing employer and member base together with legislative reform has increased the complexity of managing the Scheme. 

The Pension Officer role sits in the Pension Services Team and can work across one of the three teams: Member Services, Payroll and Pensioner Services or Technical Support & Systems.




	Accountabilities - 

	Be the first point of contact for all stakeholder queries, working with them to establish a clear understanding of the issues and the urgency of their requirements. Maintain accurate records in accordance with SLA's and KPI's.


	Interpret and correctly apply pension regulations to resolve and process requests in compliance with LGPS regulations and related policies, local processes and controls. Escalate as appropriate to senior colleagues.


	Determine and create appropriate responses, with reference to the relevant regulations, legislation and government guidance, to accurately provide information and guidance and ensure the stakeholder understands the implications of their decisions.


	Validate information on individual members' circumstances to ensure benefit entitlements are calculated accurately.


	Build and maintain relationships with internal/external stakeholders and colleagues, working flexibly and collaboratively to improve service delivery effectiveness. Ensure the views of stakeholders are represented in service developments.


	Contribute to continuous improvement and development within the pensions service and across the service, contributing to meeting the Pension Funds mission and strategic objectives. Propose changes to ways of working where this would result in an improved service delivery.


	Adhere to risk management controls to check, analyse and verify information provided. Maintain awareness and understanding of high-risk areas such as cyber security, financial fraud and data management (including GDPR compliance).


	Ensure the uploading, filing and storage of all data on the pensions administration system is carried out in line with best data management practice, to ensure efficient and effective record keeping.


	Deliver services in compliance with the Communications and Engagement strategy to help secure optimum outcomes for stakeholders.


	Take responsibility for personal career and development goals, to ensure that technical knowledge, understanding and skills are developed and maintained.


	Develop and maintain high standards of personal and professional behaviour and help ensure that all team members feel valued. Support the induction and continued development of new and existing team members to ensure the accurate and consistency interpretation and application of regulations and policies, systems and processes.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Level 2 qualification (GCSE or equivalent), including Maths and English - or equivalent experience. 

	Achieved, or willingness to complete, a relevant pensions qualification.


	Knowledge/Experience:

	Essential 
	Desirable 

	Experience in an administrative or support based role, ideally within a pensions or payroll environment.

Experience of providing high quality advice and guidance.

Experience of dealing sensitively and appropriately with confidential information.

Experience of using digital systems confidently e.g. Microsoft Office and other software packages.

	An awareness of Local Government pension schemes and HMRC legislation.



	Skills:

	Essential
	Desirable

	Able to develop and maintain relationships with a range of stakeholders.

Able to accurately assess situations, interpret information and provide an effective response.

Clear and concise communication skills demonstrating active listening and effective written and verbal communication.

Able to adapt communication and negotiation style to suit varied situations and people.

Able to prioritise own workload, propose solutions and deliver to deadlines.

Proactive and positive approach to taking issues forward.

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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