
 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 grade 7 jobholder will have primary responsibility for process and check tasks in relation to more complex areas of pensions administration such as death benefits, child pensions, more complex retirements, divorce quotations and pension sharing order implementations and the transfer of benefits between Funds. In additional the role will support jobholders in the grade 5 & 6 position, and help cover the workloads in those areas as the business need arises 
At the grade 8 level, in addition to the above, persons in this role will act in a deputy capacity to the role of Pension Group Leader both when that person(s) is unavailable and, in general, to provide technical, mentoring and decision-making support to team members lower down the career grade structure. Furthermore, the role will support the Pension Group Leader, with work monitoring, allocation and operations team service performance monitoring for the roles graded 5-7 in the team.
 


This is what you will need to do…

	At Grade 7 you will need to… 
· Produce accurate calculations line with the legislation of the pension scheme.
· Process all stages of member case work related to deaths, retirements (all types), child benefits, employer estimate requests, pension transfers (in and out) and divorce.
· Peer-check the work of officers of the same grade or below and provide cover for the work of the grade 6 operations team role as the business need requires.
· Respond flexibly and manage changing priorities ensuring that the customer needs are met whilst delivering a service which meets both legislative timescales and the targets and key performance indicators for the team. 
· Engage the customer in a friendly, courteous, prompt and appropriate manner using excellent communication skills to explain the complex legislation of the pension schemes in order to ensure the delivery of high-quality customer service at all times. 
· Keep up to date with changing policies, procedures, etc through training, reading, etc. Recommending changes when appropriate. 
· Support the implementation of new legislative changes. 
· Work as part of a team, contributing to team meetings, attending training events, providing ongoing support to colleagues and information to managers to enable the smooth day to day running of the section. 
· Develop and deliver technical legislative scheme information, to scheme members, pensioners and employers through retirement courses, workshops and seminars.
· Provide day to day technical support for junior members of staff.
· Peer check work of officers of the same grade or below (as required). 
· Calculate and process benefit payments in relation to death benefits, child pensions, more complex retirement cases, transfer calculations and divorce cases and process such cases.
	· Assist with the implementation of technical legislative changes, taking a proactive role in recommending changes when appropriate.

In addition, at Grade 8 you will need to… 
· Deputise for Pension Group Leaders in a supervisory capacity, supporting those roles and acting as a first port of call for specific complex queries from roles on grades 5-7. To answer such queries requires a strong understanding of technical, complex legislation.
· Help monitor operation team workloads and support/deliver the re-allocation and prioritisation of work, in line with the Fund’s strategic goals. 
· Undertake more complex case work, which requires great knowledge and expertise than required for the grade 7 role.
· Project manage the work of the Operations team as directed by a Pension Group Leader (or more senior manager), to help the Fund achieve its strategic objectives 
· Monitor performance against KPIs and propose suggested changes to procedure and processes to improve performance.









	The ideal candidate will have... 
Experience 
Grade 7
· A working knowledge of the work undertaken by the Senior 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 or mentoring capacity. 
· A detailed understanding of all aspects of Local Government Pension Scheme Regulations and other relevant pensions legislation.






	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 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 required for the role.

Additional Education & Qualifications for Grade 8 
An LGPS Specific Pensions Qualification or a sufficient level of practical experience to demonstrate the equivalent level of knowledge required for the role.





