
	Post

	Pensions Officer
	Post No
	FFINA015

	Line Manager

	Head of Finance
	Location
	Headquarters, Shrewsbury

	Directorate

	Finance
	Section
	Human Resources

	Scale

	Grade 11
	Current Salary
	£47,181

	Hours

	37 per week
	Status of Post
	Permanent



	
1	Job Purpose

1.1 The post is the Authority’s key expert for the Firefighters’ Pension Scheme (FPS) and the Local Government Pension Scheme (LGPS). The role will be responsible for managing the contract between the Fire and Rescue Authority (FRA) and the Pension Administration Services provider, ensuring that contract is carried out in accordance with the specification. It will co-ordinate the delivery of an efficient and effective service to members, and potential members, of the FPS and the LGPS and be the primary point of contact. 

1.2 	The role will support the Pension Board, by overseeing and co-ordinating the necessary governance and high level of administration to enable the Service to function effectively. To provide an effective service for the members and scheme employers through excellent customer care and by continually improving service delivery.

2 Major Tasks

2.1 Manage the pension contracts and undertake regular reviews to ensure any outsourced contract is carried out in accordance with the specification. Chair pension contract meetings with providers and action outcomes.

2.2 To be the first point of contact for the Pension Administration Service provider to ensure that an efficient and effective service is maintained for all parties.

2.3 To interpret the FPS and Compensation Scheme, where necessary in the context of overriding legislation, in order to advise the Service Management Team and scheme manager on complex technical queries and related pension scheme matters.

2.4 To maintain a thorough and up to date working knowledge of relevant pension legislation and developments and assist in the drafting of guidance on legislation, to produce documentation and to ensure compliance with standing orders, policies, regulations and procedures relating to the LGPS, FPS and Shropshire county pension fund.

2.5 To support managers and employers through the development and communication of comprehensive and understandable advice and guidance on all pension schemes.

2.6 To be the primary point of contact for liaison between the Local Government Association (LGA), the Scheme Advisory Board (SAB) and the FRA. 

2.7 To manage the implementation of the Pensions National Remedy project and interpretation of national guidance documents.

2.8 To manage the process of the outcome of tribunal related cases.

2.9 To support Local Pension Boards, through the development and communication of comprehensive and understandable guidance and delivery of training.

3 Job Activities

3.1 Attendance and participation, where appropriate, at LGA, SAB and it’s Sub Committees or Pension Regulator Events and Fire Regional Officers Group meetings.

3.2 To prepare and maintain all essential documents and papers for the Pension Board, such as the Risk Register, Administration reports, Training Plan and Decision Log.

3.3 Gathering, interpreting and cascading salient information from the LGA, the SAB and it’s Sub Committee’s, and The Pension Regulator to the Board Members.

3.4 To provide professional advice to managers and staff on the interpretation and application of pension regulation and FRA policies as they relate to pension schemes and the meeting of other financial obligations.

3.5 Deal with complex queries, identifying the appropriate processes and procedures to use and ensure effective decisions and judgements are made within these.

3.6 To ensure accurate calculations and payments of appropriate pension payments including Additional Voluntary Contributions.

3.7 Manage the FPS annual benefit statement process.

3.8 To advise and assist with the implementation of any pension scheme changes and new provision.

3.9 To assist in the discharge of duties in relation to all payroll aspects of pensions administration and to ensure the accurate and timely payment of pensions and benefits, including the implementation of annual increases in compliance with HMRC legislation, for the Local Government and Firefighters' Pension Schemes.

3.10 To provide assistance as required with the triennial actuarial valuation.

3.11 Responsible for budget management of pension administration scheme and related costs.

3.12 To communicate effectively with, and provide training to members of the FRA with regard to relevant pension matters. 

3.13 Provide training to Service managers and staff across whole time, on-call and green book, ensuring communication of employee related matters through briefings, newsletters, events and development of websites. 

3.14 Handle sensitive communications with employees and family members on matters relating to pensions and compensation schemes which may relate to injury, ill-health or death in service.

3.15 Responsible for overseeing compliance with the internal disputes resolution procedure.

3.16 Engage with union members as required.

3.17 To manage and maintain current FRA governance and administrative procedures to ensure that member data held by the administrators is accurate.

3.18 To co-ordinate the transfer of work, data and information between the Service, the Pension Administration provider and the member as required.

3.19 To be the first point of contact for members, or potential members, of the schemes with regards to pension queries and provide excellent customer service.

3.20 To work with the Payroll Department to ensure that data held for active members is accurate and pension contributions are deducted correctly.

3.21 To co-ordinate, process and review all pensions’ documentation for staff joining or leaving the Service.

3.22 To ensure compliance with accounting standards on pensions, liaise with Internal and External Audit representatives and provide evidence as required.

3.23 Liaise with the Finance Department to check and monitor system outputs and assist where necessary in the reconciliation of pension payments and the completion of statutory returns.

3.24 Inform and monitor pension grant income and expenditure cashflow, calculating, reconciling and reporting grant requirements into central government. 

3.25 Work with the Local Government Association on proposed changes to the FPS and LGPS to inform development of new policies and operation of pension schemes.

3.26 To ensure that pension service performance targets, service standards and service agreements are met through control and improvement.

3.27 To inform departmental and corporate risks associated with pensions and compensation scheme. 

3.28 To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities.

3.29 To exercise proper integrity and respect of confidential matters and personal information obtained during the exercise of duties so as to reflect the FRA core values in the undertaking of said duties.

3.30 To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this post.

4 Other Tasks 

4.1	To ensure that the Brigade policies on equality and diversity at work are implemented, monitored and adhered to at all times, in order to achieve a working environment that promotes equality and diversity.  Be sensitive to the feelings and needs of others.

4.2	To support the organisation in embedding the core values, strategic aims and corporate objectives.

4.3	To ensure all duties are carried out in accordance with the Authority’s Data and Digital Security Policy.

4.4	To comply with the Health and Safety responsibilities set out in Appendix A to this job description. 

4.5	To assist in the implementation of the Authority’s Service Plan and in the achievement of the objectives for the Authority as a whole.

4.6	Ensuring information is securely maintained and treated confidentially in accordance with Service policy, the General Data Protection Act and other Information Acts.

4.7	To make an effective contribution to the corporate aims of the Service and FRA.

4.8	Maintain administrative procedures and records in accordance with Service policy, orders and instructions including documenting and recording work activity.

4.9	Ensure that any defect of Service premises, accommodation, furnishings, vehicles fixtures and fittings are reported in accordance with specified procedures.

4.10	To become involved in and to respond effectively to the changing requirements of the FRA.

4.11	To carry out such other duties as may be directed, commensurate with the grading of the post. 








5   

5.1 	Contacts

In Own Department
Contact is made with members of the Finance and Human Resources teams on a daily basis for the giving and receiving of advice on Pensions work carried out by the post holder.

Elsewhere in the Authority
Contact is made on a regular basis with all Service employees for the resolution of enquiries and providing Pensions advice within the scope of the post holders area of responsibility, or under the guidance of the Head of Finance.  Contact is also made with members of the Pension Board.

Outside the Authority
There will be daily contact with the Pension Administration Providers, or any other body operating bureau services on our behalf, and other external agencies as may be necessary. Contact is made with regional and national Fire Service Pension Advisors.  There will also be contact with the Payroll Provider Team.

5.2 	Supervision Received and Supervisory Responsibility

The post holder is directly responsible to the Head of Finance. The post holder must have the ability to work on his/her own initiative, work within the general programme and workloads set. The post may supervise pension administration activity to be undertaken within the wider team.


Status of job description

	July 2026
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Safety Responsibilities				              	Appendix A

Individual Employees

· Each employee is responsible for their own acts or omissions and the effect that these may have upon the safety of themselves or any other person.

· Every employee must use safety equipment or personal protective equipment (PPE) in a proper manner and for the purpose intended.

· Any employee who intentionally or recklessly misuses anything supplied in the interests of health and safety will be subject to disciplinary procedures.

· Every employee must work in accordance with any health and safety instruction or training that has been given.

· No employee may undertake any task for which they have not been authorised and for which they are not adequately trained.

· Every employee is required to bring to the attention of their supervisor/manager any hazard or perceived shortcoming in our safety arrangements.

· Every employee must report any near miss, accident or dangerous occurrence that they witness or are involved in.

· All employees must co-operate with their employer to ensure legal requirements are met and the highest standards of safety management are maintained.

· Every employee must observe correct manual handling techniques when lifting carrying or moving a load.

· Every employee must follow the Brigade General Health and Safety Rules. 
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Person Specification

	
	Essentials
	Desirable

	Qualifications (or equivalent skills)
	GCSEs at Grade 4 or above to include English and Maths or equivalent qualification.
Educated to Level 3 standard (A-Level, NVQ Level 3, BTEC National Diploma or equivalent), or equivalent knowledge and experience.
	NVQ Level 4 in business administration or equivalent 
Evidence of CPD.

	Knowledge and Experience
	Proven experience in a pensions administration role.
Proven experience of working with complex pension schemes.
Previous office experience gained within Local Government or a Fire Service.

	Knowledge of the Firefighters Pension Scheme Regulations and related compensation schemes.
Knowledge of the firefighters pension schemes governance regulations and overriding legislation.

	Skills
	Ability to interpret complex pension legislative information.
Knowledge of management/pensions information systems.
Good presentation and report writing skills.
Analytical and methodical approach.
Ability to communicate sensitive information.
Knowledge of Microsoft office software packages.
Ability to work within tight deadlines with the ability to prioritise workloads.
Able to communicate confidently, clearly and effectively with members of staff at all levels.
	Knowledge and experience of Firefighter Pension Schemes and Local Government Pension Schemes.
Understanding of GDPR


	Personal Qualities
	Able to work as part of a team to provide cover, arrange and prioritise work as necessary.
Excellent communication skills.
Organised and effective time management.
flexible approach to changing situations.
Understand the requirements for confidentiality.
	

	Special Factors
	Willing to occasionally work outside normal office hours.
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