EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Pensions Administrator 
Department: Business Services
Grade: East Sussex Single Status 5/6
Responsible to: Senior Pensions Officer
Purpose of the Role:
The post holder will provide reliable and accurate day to day provision of the Local Government Pension Scheme (LGPS) Pension Benefits Administration Service to the East Sussex Pension Fund (the Fund). Working within a dynamic team of specialists dedicated to Pensions, the postholder will be responsible for accurate data collection, assessing, calculating and paying LGPS pension benefits to over 78,000 LGPS members in the Fund. The post holder will need to liaise regularly with the 130 eligible employers of the Fund to obtain correct information, challenging employers over the integrity and completeness of data to ensure the accurate calculation of pension entitlements under the LGPS regulations, compliance with requirements set out by the Pensions Regulator, the Pensions act and best practice. 
The post is a career development role dependant on the postholders knowledge and experience starting at level one, moving to level two, taking on more complicated work on evidence that the post holder can accurately complete all level one tasks with minimal supervision.
The postholder will undertake a range of duties in relation to the processing, calculation and payment of LGPS benefits to all scheme members, including starters, contractual changes affecting pensions, leavers, refunds, transfers in, dealing with employer enquiries, checking/updating of information to support the accurate maintenance of scheme member records. 
Level two administrators will also carry processing of all retirement types, pension estimates, interfund transfers out, early payment of pension, ill-health benefits, death casework, survivor benefits, and additional contributions.
Key tasks:
1. Liaise with business administration support staff, scheme members, other pension providers, staff from eligible employers, Independent Financial Advisers and other agencies to collect and supply personal, financial and special data.
2. Ensure accuracy of member records, necessary for compliance with LGPS regulations and the Pensions Regulator requirements, for the delivery of pension benefit services.
3. Carry out a wide range of pension benefit tasks & calculations (including manual checks of system outputs) within timeframes set out in the service key performance indicators and within statutory deadlines, maintaining a detailed audit trail of all activity and changes in relation to scheme members.
4. Peer review of team members work for various tasks and calculations including starters, refunds, transfers in and aggregation.
5. Provision of support to Fund members from joining the scheme through to retirement. Respond to standard pension queries for staff across Fund employers, beneficiaries or other agencies using phone and email correspondence.
6. Adhere to pension administration procedures, processes, and standards.
7. Providing support with process mapping and maintain departmental procedures in line with regulatory changes.
8. Maintain and support the Altair, the primary pensions software, supporting ongoing development of the system and data improvement activities.
9. Development of more detailed knowledge of the LGPS regulations 
10. Support the year end processes and spot-check scheme contributions as required.
11. Carry out general office duties and administrative tasks as directed e.g. filing, photocopying, date stamping documents, preparing spreadsheets, obtaining information, contributing to reports and returns and dealing with routine correspondence.
Grade Progression bar: Progression to Single Status grade 6;
12. Produce quotations and set up benefits for members including retirement, death and leaving service before retirement, transfers into or out of the workplace pension scheme, set up new pensioner payroll records and calculate interest for late payments of benefits.
13. Respond to scheme specific enquiries from members, including fund valuation requests, information on investment options; clarification of the benefits payable under the LGPS ensuring information and options are communicated clearly. Provide assistance and options to scheme members and ensure advice is not being given.
14. [bookmark: _Hlk78994298]Support the development of scheme employers’ knowledge of pensions by providing clear instruction and training to ensure correct pay and essential data is provide accurately and in a timely manner. Reconciliation of employer returns and checking of data prior to updating member records.
15. Supporting wider team in annual and adhoc projects including ABS production, data improvement programme projects, investigation of employer returned data identifying anomalies or discrepancies for resolution to protect the Fund against future challenge or complaints from members.
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PERSON SPECIFICATION
Essential education and qualifications
· QCF level 2 in Maths and English or able to pass an online assessment prior to interview
· 
Essential key skills, abilities, knowledge, experience, values and behaviours
· Ability to engage and develop professional relationships with a wide range of stakeholders.
· Verbal and written communication skills.
· Logical approach to problem solving.
· Organisational skills.
· Attention to detail and the ability to handle and process large amounts of financial information with accuracy.
· Ability to collect and interpret information and data to prepare reports.
· Knowledge of Microsoft Office, in particular of excel spreadsheets, databases and their application.
· Experience of providing excellent customer service.
· Experience of working in an office environment managing a workload, prioritise tasks and work to tight deadlines.
· Diplomacy skills.
· A commitment to equal opportunities and anti-discriminatory practice.
For progression to SS6:
· Knowledge of local government pension scheme regulations.
· Knowledge of pensions benefit administration processes.
Desirable key skills, abilities, knowledge, experience, values and behaviours
· Hold a Certificate in Pensions Administration or equivalent Pensions level qualification.
· Experience of the Local Government Pension Scheme.
· Pension’s experience.
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Health & Safety Functions
	
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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