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BUSINESS AND RESOURCES 
PERSON SPECIFICATION

POST TITLE:

Senior Pensions Officer - Development

GRADE:


Band 7

	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· If the candidate has no experience of working in a pensions environment, 2 A levels at Grade C or above or equivalent

	· A degree or equivalent

· A recognised qualification in Pensions Administration, IT or computer studies
	· Application form

· Certificates



	Work Experience


	· Experience of working in a relevant  environment
· Experience of managing change

	· Significant relevant  pensions experience
· Experience of pensions   administration system
· Proven ability with  project management and delivery
· Experience of working in an area with responsibility or a supervisory role


	· Application form

· Interview

· References

· Presentation



	Knowledge/

Skills/

Aptitudes


	· Able to communicate effectively both verbally and electronically using a variety of media

· Able to understand and comply with statutory requirements and deadlines
· Good analytical skills
· Good IT skills and able to use computerised systems including Microsoft Office

	· Able to correctly apply pensions and associated legislation
	· Interview
· References

· Presentation



	Disposition


	· Have a can do attitude

· Confident enough to be able to speak to people at all levels

· Able to organise and manage simultaneous projects and tasks

· Able to work using your own initiative

· Able to work as part of a team

· Able to work to strict deadlines and timetables

· Flexible approach to work

· Committed to the principles of equality and diversity


	
	· Interview
· References



	Circumstances


	· Willingness to work hard to achieve the aims of the Pension Service


	
	· Interview
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