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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Employer Services Manager

GRADE:


Band 8

RESPONSIBLE TO:
Principal Pensions Manager
RESPONSIBLE FOR:
Employer Services Team
Overall Objectives of the Post:

To lead, manage and direct a team of people with responsibility for developing and fostering positive relationships with  the Fund’s employers and to enable them to carry out their statutory duties and responsibilities.  To deliver effective information flows and processes to receive and supply member data and ensure  accuracy of information for the Fund to meet all statutory requirements and service delivery targets.  To communicate effectively with employers in their respective roles through all mediums.  To support employer learning through guidance and training.  To play a key role with developing and monitoring compliance with the Fund’s Pensions Administration Strategy and ensure all legal requirements, government initiatives and corporate priorities are met in order to provide best value and comply with best practice.   

Working across the Management Team and in association with the Principal Pensions Manager.

Key Tasks of the Post:

1. You will play a key role in delivering effective employer communications.  You will: 
· Assist in the formulation, revision and delivery of the Fund’s Communications Strategy.

· Be responsible for the content of the Fund’s employer secure online services.  To include online guidance and the employer administration portal. 

· Provide appropriate advice and information to employers at all levels and deliver seminars and other meetings as required. 

· Have day to day responsibility for the employer services budget.

2. You will play a key role in employer engagement in order to provide excellent service delivery.  You will: 

· Assist in the formulation, revision and delivery of the Engagement Strategy.

· Through regular contact and liaison, gain a detailed understanding of each employer and/or third-party clients and ensure that needs are met and any concerns are identified.

· Work with the Principal Pension Manager and other team managers to address any employers and third-party clients’ needs and concerns and agree a plan.
· Ensure that all employers and third-party clients are fully conversant with their pension scheme responsibilities and implications of non-compliance.  You will provide guidance, information and training at all levels and through all mediums.

· Monitor performance of employers and third party clients to ensure that any issues of concern relating to data quality and timeliness are promptly identified raised with all relevant individuals and addressed.     

· Strive for continuous improvement, identify trends and how service delivery can be improved.
· Seek out new initiatives within the industry and emerging technologies and new ways of working. 

3. To be responsible for the receipt, supply and validation of member data.  You will:
· Manager all employer bulk data uploads and extracts, including monthly and year end contribution posting and valuations.

· Oversee the Fund’s secure employer online portals. 
· Devise, design and continuously review all guidance, templates and forms used in the collection of data for effective administration of the Scheme.  

· Monitor receipt of and quality of data within required time frames.

· Ensure effective systems and controls are in place to raise any queries and take responsibility to manage these through resolution. 
· Ensure application of any corrective actions by training, process improvement and staff monitoring.   

4. You will compile statistical information for the purpose of efficient management and benchmarking of the service.  You will:

· Ensure that all results of employer surveys and feedback are complied, analysed and presented in easy to read formats and provide a plan of action.

· Ensure that LPI information for activities carried out in Team is produced.

· Benchmark the activities and performance of the Team.

5. You will ensure that the Pensions Service complies with legal requirements, Government initiatives and corporate priorities.  Working with the Principal Pensions Manager and other Team Managers, you will:

· Assist with development of, and compliance with, the Fund’s Pensions Administration Strategy. 

· Evaluate and interpret existing and new legislation, including all over-riding legislation affecting all aspects of pensions administration either directly or indirectly.  Where appropriate you will also evaluate resulting systems and procedural requirements.
· Ensure that stakeholders are informed of potential and actual legislative and regulatory changes, consultation exercises and reviews in accordance with the Communications Strategy and disclosure requirements.

· Assist in the preparation of training manuals and materials and ensure relevant procedural  and training notes, manuals and guides are comprehensive, accurate , up to date and  easily understood.
· Represent the Pensions Service at meetings concerned with pensions legislation and technical administration matters.
6. You will lead and manage the staff of the Team.  You will:

· Plan, control and co-ordinate the work of the Team and evaluate the workload and facilitate movement where there is a high demand or urgency or change to priorities.
· Be fluid in your approach to service delivery. 

· Maintain a highly motivated, highly skilled team, who work together within and across team/service/directorate boundaries to achieve common objectives.

· Ensure that health and safety requirements are complied with.

· Ensure the efficient operation of the team, working closely with other team managers to ensure the Pensions Service provides the highest level of service.

7. You will play an active key role in the administration of the Fund and management team. You will:
· Ensure compliance with Statutory Requirements and Pension Regulators guidance and codes of practice. 

· Take responsibility for a specialised area, but assist with other work areas where necessary.  

· Actively promote continuous improvement and embed quality assurance procedures.
· Provide strategic operational support in order in to continue to future proof the service to ensure the Fund remains an excellent Fund. 

· Prepare reports for Pensions Committee and the Pensions Board.

· Demonstrate initiative, political awareness, professionalism and technical competence in carrying out the functions of the post and be capable of referring matters to the Principal Pensions Manager by exception.

· Act as a member of the Pension Fund Appeals Panel.

· Be responsible “Special Projects”.  A “Special Project” comprises any project or task that the Principal Pensions Manager feels would be better carried out separately and not included in the normal workload. 

8. You will deputise for the Principal Pensions Manager, as required.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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