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Job description and person specification

Frameworks Officer


	Department 
	Norfolk Pension Fund

	Service 
	Finance & Commercial Services

	Grade
	G

	Reports to
	National LGPS Frameworks Operational Services Manager

	Responsible for 
	

	Job reference
	11020



	Job Purpose – 


	Supports the effective running of the National LGPS Frameworks Norfolk Pension scheme by providing a high standard of service wide administrative support. This will include promoting the frameworks, managing the sign-up process, providing procurement and frameworks advice to users, drafting/reviewing procurement documentation, collecting and analysing management information from users and suppliers, raising and recording invoices and capturing feedback. This role also provides support and supervision for the Operational Service and Support Assistant.


	Context – 


	The Local Government Pension Scheme (LGPS) is a national pension scheme, administered locally by 100 administering authorities across England, Wales, Scotland and Northern Ireland. With collective assets of £272bn and 6m members in England and Wales alone it is one of the largest funded schemes in the world.
The National LGPS Procurement Framework are a result of collaboration between a number of LGPS Funds which offer benefits to all LGPS Funds nationally. All LGPS Funds have to buy specialist services. This project provides and supports ‘multi-user, multi-provider’ frameworks, open to all LGPS Funds nationally, to help them procure specialist services from a range of qualified providers.
The service will be provided in accordance with legislation, national guidance, departmental procedures and protocols, quality assurance targets and timescales and local partnership arrangements.




	Accountabilities - 

	Ensure the effective running and continuous improvement of the Frameworks service by planning, developing and implementing highly effective administrative procedures to ensure compliance with relevant legislation This includes researching best practice and effectively managing change. This includes sign up processes, management of framework suppliers, and arranging/supporting project meetings.


	Embed a focus on customer service by reviewing customer feedback, updating processes to increase efficiency and customer service and role modelling customer focused service delivery. This will include assisting and signposting users in the preparation and progress of further competitions, with the purpose of optimising opportunities for efficiencies and improved customer service, whilst maintaining the integrity of the frameworks. Seeking customer feedback, developing and maintaining exemplars and templates to reflect best practice and sharing knowledge are all key elements.


	Support the maintenance of income and cashflow – working collaboratively with colleagues, other departments within NCC and external stakeholders to ensure fees, rebates and invoices to Funds for joiners’ fees are calculated, managed and dealt with quickly and effectively.


	Support and supervise the Operational Service and Support Assistant, ensuring that the department runs smoothly and work is planned and delivered on time and to a high standard.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Level 3 qualification general administration or pensions administration

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Working knowledge and understanding of the LGPS or procurement objectives, procedures and legislation/criteria worked within.

Significant experience in an administrative role

Experience of providing excellent customer service

Experiencing of supervising or co- ordinating work

	


	Skills:

	Essential
	Desirable

	Competence with Microsoft Office, including use of spreadsheets

Ability to provide pro-active support to members of the senior management team.

Ability to communicate with people at all levels both in written and oral form

Ability to deal with sensitive issues tactfully

Excellent Organisational and problem solving skills

	




	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.



	Other Job Information 


	Must be able to travel to venues that may not be accessible by public transport. 

Must be able to work unsocial hours when necessary.

Willingness to work in a range of settings depending on the needs of the service.

A willingness to undertake continuous professional development.




	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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