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Pensions Administration Assistant Manager



	Department 
	Finance & Commercial Services

	Service 
	Finance Exchequer Services

	Grade
	J

	Reports to
	Head of Payroll

	Responsible for 
	Pension Leads

	Job reference
	MJ1556



	Job Purpose - 

	To manage the delivery of a high quality and professional pension services to the following areas:  Traded Services, Norfolk County Council, Schools and other new business. 

To ensure a first-class delivery of all pension related tasks, to make sure staff contributions are accurately deducted on time in accordance with current legislation.

Responsible for the delivery of a high quality Pensions administration support services to all employees eligible to be members of all Pension Schemes administered by NCC Payroll and Client Payrolls including Teachers.

To lead on issues relating to complex queries and provide advice and guidance on policies and procedures in relation to all Pension Schemes.


	Context - 

	This role is based within Finance and Exchequer Services and manages the team that deals with day to day pension tasks, calculations and data returns for NCC, Schools, Academies and External Customers.  

This post manages the team who provide support to HR and Payroll teams, HR Consultants and Pension Service Providers. They also work closely with all relevant stakeholders, either internally or externally, to resolve complex cases, including the pensions regulators.



	Accountabilities - 

	To manage the Pensions Administration, staff to ensure efficient, cost effective and professional administration and delivery of the operational service to both internal and external customers.

	To be lead liaison and  attending  pensions seminars on behalf of Norfolk County Council, to be the first point of call for queries, to also work with the payroll operations manager on new and existing business (traded service). To co-ordinate a smooth transition for services joining or leaving NCC payroll for pension returns,to make sure Norfolk are working within statutory requirements and legislation.

	To proactively work with system leads and wider NCC management to achieve NCC objectives, delivering change projects into a live environment and to embed and promote best practise working with key departments to improve end to end processes and integrations. Work with stakeholders to identify and delivery service and offering improvements. 
To be the lead administrator for all pensions work carried out within payroll including but not limited to the following;

Local Government Pension Scheme
Teachers Pensions Scheme
NHS Pension Scheme
Nest Pensions
Auto Enrolment and Re-enrolment 

Manage the submission of Monthly Data Collection (MDC) changing in October 2021 to MCR to Teachers Pensions for Schools & External Clients Payrolls, ensuring accurate data is submitted and any issues resolved, within Teachers Pensions monthly timescales.  


	Effective management of the Pensions Team, ensuring the team is resourced and trained to meet all business requirements.  To ensure Pension Co-ordinators are managing the day to day activities of the team effectively, including workload planning, managing performance through PDPs and managing sickness effectively. To ensure effective training and development of all staff and new starters.


	Take responsibility for leading on supporting of more complex issues, ensuring that complex Pensions casework across all Pension Schemes is dealt with efficiently and accurately, in accordance with Scheme regulations and organisational standards and timescales.  Prepare correspondence as applicable to complex issues, assist and advise Managers and HR colleagues in complex cases.  Examples of more complex issues include:
· Resolving data queries in relation to contribution records
· Death in Service and payment of short term pensions
· Teachers and NHS Ill Health cases 

· Resolving underpayments of employee and employer contributions, liaising with individuals  to agree recovery terms and establishing where procedures have failed, recommending corrective action to ensure that similar incidents do not recur
· Investigation of service enquiries from employees and Teachers Pensions
· Pension suspension cases
· Retrospective Opt-outs
· Interfund transfers 
· Preston


	Manage the End of Year or Monthly Returns for Local Government Schemes, for NCC and External Client Payrolls ensuring accurate data is submitted and any issues resolved within Local Government Scheme timescales. 

	To represent Pensions in meetings where a Pensions representative is required to discuss new policies new schemes and to report back to the payroll operations manager with recommendations and. Offer Pensions advice and guidance to HR and other internal departments when required.  

	Collate and maintain daily and monthly performance statistics, identifying trends and working with key stakeholders to highlight risks and identify remedial action. 

	Maintain customer confidentiality to ensure the service provided adheres to NCC procedures and national legislation





Person specification

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

	
· Manages workloads and priorities and is able to work under pressure to tight deadlines

· Ability to develop effective working relationships with internal/external customers including relevant professional pension bodies.

· Able to embrace new technologies and ability to train staff in new ways of working.

· Performance manage a large team and be able to make difficult decisions if needed.

· Proven experience of successfully developing and improving business processes 

	
















	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	· Knowledge of relevant Payroll and Pensions legislation and statutory requirements, including PAYE, National Insurance, Statutory deductions and Auto Enrolment, LGPS and Teacher Pension and Teachers terms and conditions. 

· Experience managing customer relationships. 

· Experience of successfully managing teams within a complex and dynamic environment.

· A proven track record of successfully leading and motivating teams through change to deliver required service outcomes.

· Significant experience of dealing with complex pension cases.

· Well organised with the ability to plan and prioritise workloads to meet business needs with excellent communication skills, both written and verbal, and presentation.

· Experienced in the use of Microsoft software including Outlook, Word and advanced Excel skills

· Expert knowledge of pension employment legalisation  

· Experience and understanding of local authority pay and employment practises 

	































	

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	· Degree or relevant pensions/ payroll qualification i.e. CIPP, PMI or equivalent experience.

· Relevant management qualification e.g. certificate/diploma in management 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.



	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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