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BUSINESS AND RESOURCES 
PERSON SPECIFICATION

POST TITLE:

Employer Services Manager

GRADE:


Band 8

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· 5 GCSE's at level C or above including Maths and English (or equivalent)
· 2 A Levels or equivalent

OR
· Significant vocational experience within a relevant working environment


	· Educated to degree level
· A recognised professional qualification relevant to the post


	· Application form

· Certificates



	Work Experience


	· Proven ability to plan and manage multiple concurrent tasks and projects
· Change Management
· Proven ability to manage and motivate staff
· Experience with developing performance indicators and monitoring compliance
· Proven ability in service delivery, including digital services


	· Substantial experience of working in a local government pensions environment
· Significant experience working in a managerial capacity

· Experience of computerised pensions administration systems

· Experience in delivering a communication and engagement strategy
· Experience in delivering a training strategy
· Proven ability to obtain industry standard accreditations or charter marks
· Experience of writing reports including trustee reports
· Experience of benchmarking
· Experience in events management 

	· Application form

· Interview

· References

· Presentation


	Knowledge/

Skills/

Aptitudes


	· Good understanding of UK pension environment
· Able to correctly interpret and apply legislation
· Good ICT skills and able to use Microsoft Office applications
· Excellent communication skills with ability to communicate clearly and effectively through a variety of media and to people with various levels of understanding
· Excellent organisational skills
· Good analytical skills


	· Good understanding of:

· Local Government Pension Scheme regulations and associated legislation

· Those elements of Finance and Pensions Acts which impact on Local Government Pensions Scheme administration

· HMRC Pensions Tax Regime

· The Pensions Regulators Codes of Practice 

· General Data Protections Regulations 

· Equality and Diversity Legislation

	· Interview
· References

· Presentation



	Disposition


	· Able to liaise with and relate well to stakeholders, partner organisations and third parties
· Positive personality with a can do attitude

· Able to work to strict timetables and prioritise work to meet deadlines

· Able to work alone as well as part of a team

· Motivated, enthusiastic and imaginative

· Interested in own personal development
· Flexible approach to work

· Committed to the principals of Equality and Diversity


	
	· Interview
· References



	Circumstances


	· Willingness to work hard to achieve the aims of the Pensions Section
· Baseline security clearance


	
	· Interview

· Basic check
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