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Senior Pension Administrator 
	



Job Code: JRP0036
Role Purpose
This role provides professional and dedicated support to stakeholders as part of our pensions service.
The role holder manages and co-ordinates key tasks, outputs, and reports to ensure required standards and timeframes are met, delivering a high-quality service.
The role holder assists with the administration of the defined benefit pension scheme (HCAPS), effectively managing complex processes and supporting HR managers when required.
The role consistently demonstrates and embeds the values and behaviours in daily work, contributing to a positive and inclusive culture.
Responsibilities
· Support a range of pension related activities (eg. Including the management of the day-to-day management of a DB pension scheme) 
· Use communication skills to understand and advise others effectively and to assist in the completion of tasks in line with KPIs.
· Apply practical Pensions experience to solve problems, in line with processes and procedures.
· Provide advice and support, responding to queries within the team.
· Work independently within standardised routines.
· Deliver results for the team through technical proficiency in Pensions.
· Contribute to the performance of technical functions within the team.
· Influence resource utilisation and provide administrative support to the team.
Additional information
Qualifications, knowledge and experience
· Appropriate Professional membership e.g. CIPP.
· Strong experience of working with defined benefits pension administration 
· Experience of working with and advising line managers on best practice.
· Excellent communication and organisational skills and whilst maintaining customer confidentiality.
· Experience in taking a customer focused approach to service delivery.
· Knowledge at intermediate level - Outlook, Word, Powerpoint and advanced level - Excel
· Awareness of GDPR.
Job Function / Family
Human Resources : We harness expertise from both generalist and specialist areas across the People Profession, engaging in a dynamic range of activities, learning interventions and projects covering the full colleague life cycle and enabling colleagues to deliver the future aspirations of the Agency. Our central mission is to ensure we achieve our objectives by creating and delivering on our People and Culture strategy. We uphold the standards and principles of our Agency and seek to identify and implement opportunities that enhance the employee experience. 
Role Classification
Job Level 
Level 13 
Values and behaviour framework 
All colleagues 
Core behaviours that everyone within the organisation should aspire to achieve. 
Legend 
			c 



	Low priority    
		c 



	Normal priority    
		c 



	High priority    
		g 



	Not assessable








Technical Skills
Technical skills for specific professional areas in the agency.
	Human Resources 
	0 
	1 
	2 
	3 
	4 
	

	  Employee Experience and Engagement 
	c 
	c 
	c 
	c 
	c 
	Awareness: Basic knowledge, general understanding and some exposure. 

	  HR Information Systems and Technology Tools 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 


Skill Descriptors
Human Resources
Employee Experience and Engagement : Develops a positive organisational culture that supports and cares for the employee experience and engagement across the employee life-cycle. Explores and improves employee motivation, development and engagement with the organisation.
★ Required level: Awareness: Basic knowledge, general understanding and some exposure. (1)
· Assists with collaboration and communication activities between HR and employees. 
· Gives examples of workplace incentives aimed at engaging, developing and motivating individuals. 
· Suggests improvements to employee engagement practices that benefit employees' personal and work lives. 
· Supports and documents work plans to implement team building and effectiveness initiatives. 
· Supports the measurement of employee engagement by gathering and recording employee feedback. 
HR Information Systems and Technology Tools: Works with HR information systems, tools and applications to automate and manage HR processes.
★ Required level: Working: Hands-on experience and application. (2)
· Applies a solid understanding of most features of HR systems and processes to support job responsibilities. 
· Applies technical knowledge to solve a range of problems with existing HR processes and systems which improve performance. 
· Evaluates new services and capabilities from HR technology providers. 
· Assists with change program or project tasks to support HR operational strategies. 
· Carries out activities which controls the flow of employee information between different HR systems. 
Generic Skills
Business, Leadership and Management, and Personal business skills that span the agency.
	Business 
	0 
	1 
	2 
	3 
	4 
	

	  Compliance 
	c 
	c 
	c 
	c 
	c 
	Awareness: Basic knowledge, general understanding and some exposure. 

	  Consulting and Process Improvement 
	c 
	c 
	c 
	c 
	c 
	Awareness: Basic knowledge, general understanding and some exposure. 

	  Customer Focus 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Policies and Procedures 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Service Delivery 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Stakeholder Management 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	Personal 
	0 
	1 
	2 
	3 
	4 
	

	  Analytical Thinking 
	c 
	c 
	c 
	c 
	c 
	Awareness: Basic knowledge, general understanding and some exposure. 

	  Communication 
	c 
	c 
	c 
	c 
	c 
	Awareness: Basic knowledge, general understanding and some exposure. 

	  Planning and Organising 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 

	  Problem Solving 
	c 
	c 
	c 
	c 
	c 
	Working: Hands-on experience and application. 


Skill Descriptors
Business
Compliance: Applies an understanding of regulations, policies and practices to protect the interests of the organisation and individual employees.
★ Required level: Awareness: Basic knowledge, general understanding and some exposure. (1)
· Follows policies, procedures and standards in straightforward situations.
· Raises awareness where standards and procedures are not followed.
· Monitors and communicates relevant regulations and policies that impact business operations.
· Assists in the development of standards and policies and makes suggestions for simple improvements.
· Uses compliance and audit tools and processes. 
Consulting and Process Improvement: Identifies opportunities for process improvement and provides consulting services to enhance organisational efficiency.
★ Required level: Awareness: Basic knowledge, general understanding and some exposure. (1)
· Supports the problem-solving process by sharing own ideas and contributing to others' ideas.
· Supports the solution finding process by using tools such as Excel, to examine and analyse data. Contributes towards continuous process improvement of functional and cross functional processes.
· Monitors process improvement metrics and produces reports to support this task. Delivers facts, opinions and analyses in a simple, logical manner.
· Identifies the different concerns and goals driving individuals and teams across different regions.
· Support analysis exercises by accurately gathering and compiling individual and team issues and needs data.
Customer Focus: Responds to customer's needs in a manner that provides added value and generates customer satisfaction.
★ Required level: Working: Hands-on experience and application. (2)
· Helps customers determine how to access and interpret meaningful information for decision-making.
· Responds to internal and external customer needs in a manner that consistently adds value.
· Escalates systemic problems that could affect customer satisfaction.
· Recommends new products and services based on changing customer needs and success criteria.
· Focuses on customer satisfaction and responds to customer needs.
· Identifies and provides suggestions for resolving escalated customer problems or issues.
Policies and Procedures: Develops and maintains the organisation's policies and procedures, aligned with current and emerging regulations and standards, related to the functional area.
★ Required level: Working: Hands-on experience and application. (2)
· Implements functional tasks, following appropriate processes and procedures.
· Researches and identifies potential regulations and policies that can help or hinder the organisation's capabilities.
· Applies relevant function legislation and regulations, with guidance, in straightforward situations.
· Emphasises the importance of following organisational, and function standards and procedures to others.
· Implements organisational standards by monitoring work practices to ensure rules and regulations are followed.
Service Delivery: Manages the provision of services, meeting customer needs and resolving problems.
★ Required level: Working: Hands-on experience and application. (2)
· Maintains communication with the customer throughout the delivery process (e.g. provides updates, completion of tasks and follow-up).
· Explores ways to add value beyond customers' immediate requests.
· Involves appropriate experts to resolve difficult problems that best utilise products and services.
· Ensures service standard is aligned and able to meet customer's needs, including their peak or critical operational periods.
· Seeks ways to improve service delivery, seeing the organisation and its services from the customer’s point of view. 
Stakeholder Management: Builds a broad network of relationships with stakeholders to identify problems and opportunities for improvement and structure performance expectations.
★ Required level: Working: Hands-on experience and application. (2)
· Identifies and builds network of key stakeholder contacts in relevant functions and departments.
· Maintains trust, openness, and credibility with internal and external constituencies.
· Builds buy-in and ownership for key issues with senior management.
· Collaborates with the top management team to identify target constituencies to focus on and influence.
· Shares high impact information to gain common commitment and understanding in achieving objectives.
Personal
Analytical Thinking: Generates and analyses information to improve the clarity of ideas and approaches.
★ Required level: Awareness: Basic knowledge, general understanding and some exposure. (1)
· Identifies appropriate information sources to clarify needs and requirements.
· Recognises patterns and inconsistencies in information.
· Seeks help to interpret complex or conflicting data.
· Explains the key characteristics of current processes (e.g. performance drivers, sources of significant variability).
· Identifies logical and illogical arguments.
· Identifies possible causes for a problem and suggests solutions.
Communication: Provides information and messages in a way that produces clarity and impact.
★ Required level: Awareness: Basic knowledge, general understanding and some exposure. (1)
· Listens actively and attentively to colleagues and customers. 
· Provides clear rationale/explanations for suggested actions.
· Uses language appropriately for the group.
· Delivers facts, opinions and analyses in a simple, logical manner.
· Uses appropriate styles, conventions and protocols.
· Uses appropriate visual aids to illustrate key points and enhance learning.
· Asks pertinent questions, listens actively to the answers.
Planning and Organising: Mobilises, plans, and controls time and resources to get things done.
★ Required level: Working: Hands-on experience and application. (2)
· Analyses priorities with an appropriate sense of what is most important and a realistic sense of the time involved. 
· Sets timelines and action plan for self and others to ensure accomplishment of a specific objective. 
· Assesses process improvement ideas aimed at eliminating problems before they arise.
· Tracks activity progress and writes concise documentation of activities related to accomplishing objectives.
· Holds self and others accountable and takes steps to overcome obstacles. 
Problem Solving: Applies problem-solving techniques and tools to resolve problems effectively.
★ Required level: Working: Hands-on experience and application. (2)
· Applies the concept of task analysis to break down a problem into its constituent parts.
· Selects standard procedures and best practice for problem analysis and resolution.
· Engages the team’s collective expertise to develop scenarios for resolving problems.
· Escalates systemic problems that affect multiple organisational units.
· Adapts solutions to the nature and urgency of the problem and to the resources at hand.
Career Pathway
Career Pathway 
	Short term
	 

	Human Resources 
Payroll / Pensions - Officer 
(JRP0036)
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