
 Job Profile 

Job Title: Lead Pensions Officer /Principal Pension Officer
Grade: 7/8 Career Grade Progression Scheme
Date created: Nov 2024 

	About the job…
To work within the Pensions Administration Team; to provide a comprehensive and effective service, by ensuring statutory and legislative requirements in relation to the Gloucestershire Pension Fund, which is part of the Local Government Pension Scheme are met. 
The data and systems team have primary responsibility for ensuring the Pension Fund’s software systems, and the way they are being used, are fit for purpose, efficient and well controlled whilst also making sure that effective data reconciliations and rectification exists between different data sources.
These roles will help create and perform data reconciliation between systems by creating/writing and running reports (or obtaining them from external sources) and performing comparisons to identify data items which need reconciliation to then be resolved (with the support of grade 5 & 6 level staff). It will also create and maintain workflows, automated letters and other automated systems functionality which exists in the core pensions administration software and additional customer self-service modules. 



	











At Grade 7 you will need to… 
· Analyse all systems release documentation and notifications from the Pensions Administration systems provider and set up a plan of action, under the guidance of the Pension Group Leader (Data and Systems) and test/Organise the testing of new functionality, as appropriate, in conjunction with the end user (e.g. Operations team/other).
· Ensure key pieces of software (such as employer and member portals) interact effectively with the core pension software and that appropriate validations and controls exist. 
· Help deliver systems-related training to all member of the pension fund, as required.
· Maintain and improve upon workflows, system generated letters and documentation, seeking support of grade 5 or 6 members of the team as required and help ensure effective systems processes are in place. 
· Develop and maintain a suite of external and internal reports using the report writing software/Business Intelligence (BI) available, working with other managers to identify requirements.
· Undertake regular data reconciliations between key systems, under the guidance of the Pension Group Leader (Data and Systems), and make corrections, and propose key control improvements as necessary.
· Assist the Pension Group Leader with the running of bulk calculations such as for Pension Increase, CARE revaluation, the production of annual benefit statements.





In addition, at Grade 8 you will need to… 
· Deputise for Pension Group Leader, supporting that role and acting as a first port of call for specific queries from the team (grades 5 to 7)
· Deputise for Pension Group Leader, or act as delegated support, for the running of bulk calculations or multi-record updates to the system and external reporting.
· Undertake specific projects to support the work of the Data & Systems team.
· Help produce performance monitoring data for management team purposes.

	









· Assist the Pension Group Leader with the provision of all external reporting requirements, such as valuation data, audit data requests and statutory reporting.
· To attend regular User Groups from the software suppliers and seek to influence future developments for the benefit of the Pension Fund using specialist legislative and technical knowledge.
· Regularly assess the security of the system and user’s access levels; ensuring users’ credentials are kept up to date and details of the relevant Systems Policies are followed (for example, all users have appropriate systems access for their role).
· To regularly consult with the Pension Group Leaders (Operations) in order to assess calculation and system issues affecting the team. To use system’s experience and expertise in order to produce pragmatic solutions for the Operations Team using appropriate logs.



















	The ideal candidate will have... 
Experience 
Grade 7
· A detailed knowledge of the work undertaken up to and including the Lead Pension Officer role or of the equivalent level work undertaken in another Local Government Pension Fund or defined benefit scheme.
Additional experience Grade 8
· Experience in a supervisory, mentoring or management capacity. 
· A detailed practical understanding of all key aspects of Local Government Pension Scheme Regulations and other relevant pensions legislation.
· A detailed knowledge of all work up to including the work requirement within the grade 8 role.






	Behavioural attributes 
Behavioural attributes at Grade 7
·   Demonstrates an ability to assist, suggest and undertake improvements to procedures, forms or supporting documentation in conjunction with the direction of Pension Group Leaders.
An ability to work independently, with minimal line management support, and to make key decisions commensurate with the grade of the role.

Additional behavioural attributes at Grade 8
· A proactive and pragmatic approach to problem solving.
· An ability to work with and direct staff on the lower grades in an effective manner, managing conflicting priorities effectively and providing supervisory support.




	Knowledge, Skills and Understanding

Knowledge, Skills and Experience Grade 7
· Ability to accurately retrieve and analyse information from databases. 
· Good understanding of the legislation of the Local Government Pension scheme. 
· Excellent written and oral communication skills. 
· Manage own workload ensuring deadlines are met. 
· Managing competing priorities. 
· Awareness and understanding of the Data Protection Act. 
· A good knowledge of using Microsoft office package (Word and Excel). 
· An ability to interpret and explain complex historical and current legislative information.

· Ability to accurately calculate and analyse benefit calculations using Government Actuary Department (GAD) Guidance.
· Excellent organisational skills.

Additional Knowledge, Skills and Experience Grade 8
An excellent theoretical understanding of the Local Government Pension Scheme Regulations.
The ability to oversee and manage the workloads of a large number of colleagues across three different grade levels. 

	Education & Qualifications 

Education & Qualifications for Grade 7 
Educated to GCSE level in Mathematics and English to Grade C (or Grade 4) or above; and
3+ A-Levels (or equivalent), ideally including one or more in a logic-based subject such as Mathematics, a Science, Business Studies or Economics; and
A recognised pension qualification (fully qualified) or a sufficient level of practical experience to demonstrate the equivalent level of knowledge. 

Additional Education & Qualifications for Grade 8 
An LGPS specific pensions qualification and a sufficient level of practical pensions experience to demonstrate competency in all work up to and including this grade.




