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Job Title: 

Lead Pensions Administrator

Reports to: 

Team Leader
Purpose of the Job: To provide quality pensions administration to customers in line with The Pensions Trusts business goals and Service Level Agreements.
Areas of Responsibility:

1. To develop and take ownership of the Trust’s vision, Business Plan and values, and to be totally committed to these.

2. To provide excellent customer service at all times both internally and externally.

3. To take ownership of delegated tasks within the team, including checking of case work and weekly reports.
4. To prioritise and manage own and others workloads to ensure work is completed with agreed service levels.  
5. To manage the performance of the team members including appraisals and probation reviews, as required by the Team Leader.

6. To be responsible for training within the team in liaison with the Learning and Development Coordinator. To coordinate the induction of new starters to the team

7. To plan work on team with and in absence of Team Leader.  
8. To maintain data relating to and arising from the contribution process and to answer contributions, member and third party queries.  To ensure the quality and reliability of all data.

9. To deal with and check complex cases.
10. To coordinate team meetings

11. To perform all duties in line with the Trust’s Information Security policy.
12. To act as an ambassador of the Trust at all times.
13. To participate and carry out data quality audits.
14. To manager and deal with scheme events.
Further information

There are approximately 80 employees working on our Customer Services teams in our Leeds office. 

What is quite different about the Trust is that we allow our members to contact us directly so we have a lot of member contact as well as daily contact with our employers and other financial intermediaries. There are also some opportunities to get out and meet some of our employers at certain times during the year.

We encourage our employees to take on new roles to give them a new challenge. 

From the Pensions Administrator role you will see many routes for progression if you want to consider these. They may be promotion opportunities within the Customer Services team or sideways transfers into other teams to diversify your pensions knowledge. 

The Trust actively encourages and provides support for qualifications and in particular the Qualification in Pensions Administration (QPA). Higher salaries are paid to those who achieve certain qualifications.
Customer Services is split into three areas.

The Hybrid Team administer the large centralised Social Housing Pension Scheme (SHPS) and the CARE pension scheme. Both these arrangements have a mixture of DB and DC structures. 
The Defined Benefits (DB) Team is responsible for the administration of our stand alone defined benefit pension schemes and the multi-employer schemes of Scottish Housing Association Pension Scheme, Independent Schools’ Pension Schemes and Northern Ireland Charities Pensions Scheme. They also administer the Trust’s staff scheme. 
The Defined Contributions (DC) Team administer the DC products offered by the Trust. This includes the Growth Plan, the Flexible Retirement Plan and the Ethical Fund products.
Each team is responsible for the application of pension increases, the production of benefit statements, and the compilation of valuation data for their schemes. 
	Performance & Engagement Factors
	Essential
	Desirable

	Job & Technical Factors


	Minimum of 2 years experience in relevant pensions administration.

Proven pensions technical knowledge, relevant to the role.
Questioning attitude.
	Studying towards/completed QPA/PMI.



	Engaged Behaviour


	Ability to produce solutions to problems.

Willing and able to adapt to new and challenging situations within the workplace.

Demonstrates enthusiasm for the job.
	Knowledge of the Trusts Business Plan and aims.

Displays a sense of urgency.

Evidence of having introduced effective change within the workplace.

Ability to encourage others within the team to respond to change in a positive manner.

	Values
	Acts in line with our values:

· Inclusive
· Integrity
· Innovative

· Customer focused

· Cost effective

· Committed
	

	Systems and Processes


	Use of Microsoft Word in the workplace.

Use of Excel in the workplace, including complex spreadsheet work.
Confident in challenging established systems if it is felt it is in the best interest of the Trust.

Understanding of data integrity. 
	Experience of all Microsoft applications. 

Excel qualification.



	Customer Care


	Committed to providing excellent customer service to internal and external clients at all times.

Professional approach.
	Experience of having trained or coached staff

	Performance Factors


	Excellent communication skills.

Ability to prioritise own and others workloads.

Ability to work to deadlines.

Good time management skills.
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