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Frameworks and engagement support officer


	Department
	Finance Directorate

	Service
	Norfolk Pension Fund / National LGPS Frameworks

	Grade
	F

	Reports to
	National LGPS Frameworks and engagement officer

	Responsible for
	N/A

	Job reference
	MJ6974



	Job Purpose -

	Supports the delivery of the National LGPS Frameworks engagement strategy to meet the requirement and needs of all stakeholders, including Founding Authorities, LGPS Funds and Investment Pools, Providers, wider public sector pension scheme, trade press, Local Government Association and Ministry of Housing, Communities and Local Government (MHCLG)

This role also supports the effective operation of the National LGPS Frameworks by providing high-quality administrative support, with a particular focus on the management of framework suppliers. This includes assisting with the collation and analysis of management information.

	Context

	The National LGPS Frameworks, hosted by the Norfolk Pension Fund, design, develop and manage and support specialist procurement frameworks for the Local Government Pension Scheme (LGPS – one of the largest defined benefit pension schemes in the world) and wider public service pensions schemes, fully compliant with public procurement regulations and best practice, ensuring swift, easy and efficient access to high quality, qualified, tested and competed vfm highly specialist services.

The Team work with the LGPS (MHCLG, LGA, Scheme Advisory Board, Funds and Pools) to identify and anticipate changing needs and opportunities for improvements as the pension industry and LGPS evolve alongside procurement regulations and best practice. The National LGPS Frameworks are accountable to the National LGPS Framework Board (made up of representatives from Founding Authorities (partners) in the consortium).



	Accountabilities

	Support the delivery of the National LGPS Frameworks by assisting in the preparation and distribution of engaging specialist communications, technical support of documentation, newsletters, and press releases, compliant with regulations and best practice along with ensuring accessibility and branding guidelines are met.

	Support the maintenance and updating of the National LGPS Frameworks website
ensuring content is well drafted, current, accurate, and aligned with up-to-date
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	regulations, best practice and the engagement objectives of the National LGPS Frameworks.

	Monitor engagement metrics for the National LGPS Frameworks website traffic and behaviour to support performance analysis and continuous improvement.


	Assist and support in the planning and coordination and preparation of materials for the National LGPS Frameworks annual meeting and other stakeholder events, workshops etc..

	Respond to stakeholder queries in a timely, professional and accurate manner, escalating complex issues to the Frameworks and Engagement Officer as appropriate.

	Work collaboratively across the National LGPS Frameworks team and wider stakeholders supporting colleagues in delivering a cohesive and high-quality service to all stakeholders.

	Supporting the collation and analysis of management information from suppliers and calculating any rebates that are due, arranging and monitoring collection.


	Supporting the management of the framework suppliers by assisting with the contract monitoring process and ensuring that suppliers’ catalogue entries are up-to-date, accessible, and aligned with the framework agreement.





Person specification

	Skills and abilities:
	Essential ()
	Desirable ()

	
Highly organised, manages time effectively and prioritises tasks.
	
	

	Able to keep track of steps in processes and meet deadlines as required.
	
	

	Able to work collaboratively with team members and project stakeholders.
	

	

	Able use a variety of methods to communicate with and influence project stakeholders.
	

	

	Good written and verbal communication skills.





	
	

	Knowledge/Experience
	Essential ()
	Desirable ()

	Experience of developing, delivering and monitoring the effectiveness of a variety of engagement channels and events, ensuring a cohesive, comprehensive service to stakeholders.

Good understanding of the need for both operational and strategic engagement, ideally within an LGPS Pension Fund (or a similar organisation)
	





	



	Experience of providing excellent customer service

Experience of working collaboratively with others to deliver team objectives ontime and to a high standard

Knowledge and experience of undertaking research and analysis
Experience of and an excellent understanding of procurement processes, including bid and evaluation processes
	





	










	Qualifications
	Mandatory ()
	Indicative ()

	Level 2 qualification or equivalent experience.
	
	




	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 

	The postholder may need to work outside core hours on occasion - where out of hours work is needed.

This role is a hybrid role so there is an expectation of a combination of remote and office-based working. This role may involve travel to different locations. The postholder
is expected to work with their key stakeholders to ensure they’re in the most appropriate, and productive location, to executive their roles and associated activities. The postholder will discuss this with the owner of the work package.



	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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