WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION


	POST TITLE:
	Pensions Officer


	GRADE:
	5

	RESPONSIBLE TO:
	Pensions Manager


	RESPONSIBLE FOR:
	None



	PURPOSE OF POST: 
	To assist the Pensions Manager in providing a Comprehensive pensions service to all Authority managers and employees.


MAIN DUTIES AND RESPONSIBILITIES

Pensions

1. Prepare pension documentation for employees in relation to appointments, terminations, retirements, and transfers to and from other Fire & Rescue Services, to meet West Yorkshire Pension Fund deadlines and ensure compliance with West Yorkshire Pension Fund avoidance of maladministration measures.

2. Provide pension advice and data to all Authority managers and employees on all pension schemes.
3. Prepare data for pension estimates for Grey and Green book employees.

4. Research and provide financial information to West Yorkshire Pension Fund as an authority signatory.

5. Liaise with West Yorkshire Pension Fund in relation to completing pension documentation including estimate requests and retirement notifications.
6. Provide information to current and retired employees on changes to their pension contributions and benefits.  

7. Provide pre-retirement advice to employees. 
8. Participate and help the Pensions Manager coordinate pre-retirement course seminars.
9. Provide cover for and assist the Pensions Manager with the ill health retirements and appeals procedure for all the relevant pension schemes, including the review of ill health pensions and liaise with management, the Occupational Health Unit, and Medical Boards where necessary. Assist with the preparation of ill health retirement documentation.
10. Deal with phone calls and emails notifying the Authority of deaths of ex-employees from relatives and colleagues.
Finance

11. Prepare and analyse payroll data in relation to current and retired employee’s pensions.
12. Interrogate and produce reports for employee information, earnings and pension contributions. 
13. Prepare, check and validate financial data for payroll input in relation to pension changes.
14. Produce spread sheets, letters and reports in relation to pension’s projects and process claims.

15. Liaise with Kirklees payroll to obtain payroll information for current and retired employees.

16. Implement and promote the Authority’s Equality and Diversity policy and adhere to the Health and Safety Policy.

17. Undertake any other duties commensurate with the grade of the post as directed by the Pensions Manager.
PERSON SPECIFICATION

	 
	Experience
	Essential/ Desirable
	Source

	1 
	Demonstrable knowledge and experience of working in a pensions department
	Essential
	Application/ Interview

	2
	Experience of working with financial data 
	Essential
	Application/ Interview

	3
	Experience of computerised HR information systems/databases
	Essential
	Application

	4
	Previous Local Government experience
	Desirable
	Application/

Interview

	5
	Good knowledge of pensions legislation and its implementation
	Essential
	Application & Interview

	6
	Knowledge of Local Government and Firefighter Pension Schemes
	Desirable
	Application/ Interview


 

	 
	Education and Training
	Essential/ Desirable
	Source

	7
	Maths and English GCSE grade C or equivalent level 2 literacy and numeracy qualification or relevant experience 
	Essential
	Application


	 
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	8
	Computer literate.  Knowledge of Microsoft Office applications especially Excel
	Essential
	Application/

Interview

	9
	Excellent verbal and written communication skills and interpersonal skills
	Essential
	Application/
Interview

	10
	Ability to work as part of a team
	Essential
	Application/

Interview

	11
	Ability to work on own initiative, prioritise workloads and meet deadlines
	Essential
	Application/

Interview

	12
	Ability to maintain intranet/internet pages
	Desirable
	Application & Interview

	13
	Ability to pay close attention to detail to ensure data quality is maintained to a high standard of accuracy

	Essential

	Application & Interview

	14
	A commitment to Equalities and Diversity and associated equalities issues and initiatives
	Essential
	Application/

Interview


