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JOB DESCRIPTION


Department:		Corporate Personnel		Location:	Bootle

Section:		Employee Support 			Post No. 	POSN000547
				
Post:		Pensions Manager			

Grade:		L					JE No.	A4445


Responsible to:	Service Manager Employee Support

Responsible for:	2 Pensions Officers		
			1 Pensions Assistant	



Job Purpose

To lead and manage the Pensions function to ensure that all staff are appropriately skilled to the standards required.


Main Duties

1.	Ensure that the Pension Team have a clear vision of the service to be delivered and that business objectives are fully understood.

2.	To deliver and maintain the Pensions function to an agreed set of standards.

3.	To promote a climate that encourages innovation and optimises the use of technology to streamline systems, enhance service delivery and reduce costs.

4.        To read, understand and translate pension legislation and any updates to ensure compliance and that changes are implemented into policy and process, ensuring all relevant colleagues and employees are updated and made aware of changes.

5.        To be proactive with any future pension changes required which will change processes and update relevant staff as required

6.	To initiate, lead and contribute to specific projects.

7.	To manage and prioritise the day-to-day work of the Pensions Team.

8.	To deputise for Service Manager Employee Support when required.

9.	To play a key role in Pension related progress from definition to delivery, by supporting the Service Manager Employee Support.

10.	Liaise with LGPS, NHS Pensions and Teacher Pensions, attending conferences and user groups as required, in order to ensure that all relevant information and changes are communicated, defined and delivered by the Council.

11.	Ensure the Council is compliant in all aspects of Pension administration for each scheme, LGPS, NHS Pensions and Teacher Pensions.

12.     To ensure Pension calculations produce expected results and resolve any anomalies that are identified.

13.	Ensure the Council, schools and others are compliant with Auto Enrolment legislation.

14.	Formulate, implement and monitor Pension Policies in respect of discretionary decisions ensuring that all published documentation is current and that historical information is achieved for reference purposes.

15.	Be responsible for the review and update of all Pension Policies and communication to all relevant parties.

16.	Directly manage the Pension Team to ensure all functions of the team are met in an accurate and timely manner.

17.	Work with colleagues across Council, schools, and commercial clients in respect of Pensions administration to integrate policy into process.

18.	Monitor the Pensions Team in respect of pension related activities, ensuring compliance with policy and legislation.

19.	Review and validate the data produced by the Pensions Team and update monthly and annual return data prior to submission to relevant scheme, ensuring that statutory deadlines are achieved.

21.	Liaise with internal and external auditors as required.

21.	Accurately calculate redundancy payments and provide pension quotes and capital costs for Sefton and school staff ensuring that historical information is archived for reference purposes.

22.	Monitor Capital Cost Budget.

23.	Ensure the review of 3rd tier ill health retirements after 18 months if pension has not already ceased.

24.	Provide policies, guidance and training to staff on a needs basis, especially with regard to Professional HR and Employee Support staff. 

25.	Arrange for payment of monthly invoice of capital cost and pension recharges from Merseyside Pension Fund (MPF). 

26.	Promote the LGPS and Teachers Pension schemes to Sefton and school staff.

27.	Ensure Death in Service, terminal illness and ill health are processed as required and liaise with employee/department/family/next of kin as required. Involve MPF, NHS Pension and Teachers Pension as required.

28.	Process recharge for added years and carry out associated annual assessment.

29.	Process pension estimates as required.

30.	In addition to his/her principal accountabilities, the post holder will be expected and enabled to contribute more widely to the overall development of the Department and its services through training work, special projects and other activities, both to promote the post holder’s own development and so that knowledge and experience in the Department are effectively shared, to the overall benefit of the service.


Qualifications & Experience

See Person Specification


Organisation Chart

Pensions Manager (Indicative Grade L) 








Pensions Assistant Indicative Grade D 
Pensions Officer Indicative Grade G 
Pensions Officer Indicative Grade G 







Special Conditions

· To be able to work flexibly.


General

This job description is a representative document. Other reasonably similar duties maybe allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work. The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

The Authority has an approved equality policy in employment and copies are freely
available to all employees. The post holder will be expected to comply, observe and
promote the equality policies of the Council.

Note: Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.

Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as
appropriate.

This is a new post. The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Prepared by Name 		Linda Nicholls
Designation 			Service Manager, Employee Support 
Date 					April 2023


PERSON SPECIFICATION

Post:	 	Pensions Manager				Post No.	
Department: 	Personnel					Section:  Employee Support  
	Personal Attributes Required
	Essential (E) or
Desirable (D)
	Method of Assessment

	Qualifications

Typically educated to Degree level or equivalent professional experience

	

E

	

C/AF


	Experience
	

	

	· [bookmark: _Hlk530056964]Experience of managing a Pensions function

	E

	AF/I

	· Experience of working in a Payroll or Personnel Team

	E
	AF/I

	· Experience of working within a Local Authority environment

	E
	AF/I

	· Experience of working with the Blue Book, Green Book and School Teachers Pay and Conditions

	E

	AF/I

	· Experience of working within Midland ITrent or similar HR/Payroll system

	E
	AF/I

	· Experience of dealing with Payroll processing

	E
	AF/I

	
Knowledge, Skills and Ability

	
	

	· [bookmark: _Hlk530056940]A sound knowledge of employment law, Local Government terms and conditions of service

	E
	AF/I

	· A sound knowledge of a Local Authority’s decision-making arrangements

	E
	AF/I

	· A thorough knowledge of the Pension Scheme Regulations

	E
	AF/I

	· A high level of attention to detail and a high degree of accuracy

· Highly analytical with the ability to interpret and pass on complex information


	E


E
	AF/I


AF/I

	· Excellent written and verbal communication skills

	E
	AF/I

	· A demonstrable commitment to continuing CPP

	E
	AF/I

	· A thorough knowledge of the annual and monthly return processing

· Be self-motivated and forward thinking

· Ability to empathise and liaise with sensitive Ill Health Cases and provide support in application process

	E
	AF/I




Assessment Methods Key:  	AF – Application Form 
C – Certificates 
I – Interview 

Prepared by:		Linda Nicholls
Designation:		Service Manager, Employee Support 
Date:			April 2023
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