

	Competency Based Job Profile Band 5-8 Sept 16



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Chief Executive
	SERVICE GROUP: WYPF

	POST TITLE: Technical Advisor
	REPORTS TO:  Assistant Technical Services Manager

	GRADE: Band7/PO1
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.   
	Key Purpose of Post: 

	1. Assist the Assistant Technical Services Manager (ATSM) in providing complex technical, analysis, interpretation of Local Government Pension Scheme (LGPS) regulations and Fireman Pension Orders and other overriding legislation. 
2. Undertake work associated with over 750 different employers from multiple Pension Funds by dealing with the admission of new employers, employers closing to new entrants, employers who are exiting and any changes to an employer’s status, accounting requirements and triennial valuation requirements. Liaise with the Fund(s) Actuary to determine appropriate financial arrangements and liaise with the Fund(s) legal department to ensure all appropriate admission agreements and documents are issued and sealed and monitor these agreements. 
3. Assist the adjudicators in the operation of the Internal Dispute Resolution   Procedure (IDRP) provision for the Fund and external bodies. Investigate complaints, compile reports, and draft correspondence to support the Adjudicators with their decision under IDRP provision. Respond to correspondence from the Pensions Ombudsman.

	Main Responsibilities of Post: 

	1. Assist the Technical Services Manager (ATSM) with work undertaken for the Fund(s) triennial valuations. Test data extracts, supply data to the Fund(s) actuary, resolve queries.
2.  Deal with new admissions and monitoring ongoing admissions including reviewing contributions rates and bond amounts, producing and checking accuracy of valuation extracts for submission to the actuary.
3. Liaising with the Fund’s Actuary to ensure the provision of information for Employers; annual accounts (FRS102/IAS19).

4. Assist the adjudicator by gathering information and preparing correspondence, in the operation of the Internal Dispute Resolution Procedure.

5. Assist the ATSM with technical decisions, research and provide technical guidance to senior managers and employers on issues connected with general pension’s legislation, LGPS and Firefighters’ pension schemes regulations and any overriding legislation.  
6. Assist the Technical Services Manager with the maintenance of the Pensions Regulators database for the schemes administered by WYPF.

7. Deal with Data Protection Subject Access Requests on behalf of the Fund.

8. Provide regular reports to monitor disclosure compliance and ill health retirements and highlight areas for concern to appropriate managers.
9. .Participate in processes leading to the design and implementation of new working practices and procedures in response to change .Support the team by ensuring the UPM processes are developed accordingly
.

10. Responsible for maintaining, handling and processing confidential information regarding scheme members, employers and fund assets, and ensuring the security of records. Expected to deal with complex, sensitive and confidential matters on a regular basis.

Additional from SO1/2
11. Monitor and work with the rest of the team to update technical content of the website.

12. Carry out Quality Audits as scheduled by the Quality Systems Officer                                              
13. Deal with the admission of new employers, employers who are exiting and any changes to an employer’s status. Liaise with the Fund(s) Actuary to determine appropriate financial arrangements and liaise with the Fund(s) legal department to ensure all appropriate admission agreements and documents are issued and sealed and monitor these agreements. 

14. Provide the Actuary with monthly reports of cash equivalent transfer values for members that have changed employer to enable the actuary to transfer assets from the previous to the new employer.
Additional from PO1

15. Assist the adjudicators in the operation of the Internal Dispute Resolution   Procedure (IDRP) provision for the Fund and external bodies. Investigate complaints, compile reports, and draft correspondence to support the Adjudicators with their decision under IDRP provision. Respond to correspondence from the Pensions Advisory Service and Pensions Ombudsman
16. Participate in the development of a number of key pension scheme functions and their associated processes. This includes membership of project groups, recommending changes to working practices, and the service delivery to employers. 


	Structure:


	Special Knowledge Requirement. Will be used for shortlisting. Max 10 


	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Carries out a variety of working practices, procedures, applies complex regulations, and rules cross a number of specialist areas within the public sector pension benefits industry.


	X

	Uses knowledge, safety and environmental policies, procedures and regulations, including risk in own area and/or other areas of work including pensions and overriding legislation.

	X

	Uses a range of specialist ICT systems across own work areas and across other areas of work.

	X

	Demonstrate the ability to use, interpret, analysis and, communicate complex technical information.


	X

	Demonstrates ability to work with a high degree of accuracy across a range of activities


	

	Knowledge of the Internal Dispute Resolution Procedure process. This includes explanations of the application of relevant legislation, recommendations and draft determinations.

	

	Knowledge of all aspects of LGPS and overriding legislation. Maintain that knowledge with research from sources, both external to the Fund and within it; and through the variety of publications and bulletins available on a regular basis to the section.


	X

	Participates in processes leading to the design and implementation of new working procedures and practices in response to change.

	

	Relevant experience requirement: Will be used for shortlisting


	At least 12 months experience in Pension Scheme administration or compliance.
For progression to SO1/2
At least 3 years experience of pension scheme administration or compliance of which 1 year should have been in a Technical Services or a comparable environment.



	For progression to PO1
At least 5 years experience of pension scheme administration or compliance of which 3 years should have been within Technical Services or a comparable environment.



	Qualifications requirement: Will be used for shortlisting


	5 GCSE’s (Grade C or above) or equivalent or 2 GCSE’s and an entry level recognised pensions qualification.


	For Progression to SO1/2
Foundation degree in Pensions Administration and Management (CIPP) qualification or an equivalent relevant professional qualification or have completed the first year towards that qualification...


	For Progression to PO1

Foundation degree in Pensions Administration and Management (CIPP) qualification or an equivalent relevant professional qualification 

	Core Employee competencies to be used at the interview stage. 


	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 


	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.


	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.


	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.


	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face


	Working Conditions: 
 

	Must be prepared to travel to address or participate in meetings, liaise with staff working in remote offices, undertake training, or visit employers and service providers, both within and outside West Yorkshire.
Must be able to work flexible hours as required by the needs of the service.  
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 


	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.


	Compiled by: 
Caroline Blackburn
Date: May 2020
	Grade Assessment Date: July 2020

	Post Grade: Band 7/PO1
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