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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Pensions Apprentice
GRADE:


Apprentice Rate
RESPONSIBLE TO:
Members Services Manager/Employer Services Manager
Overall Objectives of the Post:

To work as part of the Members Services/Pensions Service Team providing support/administration of Local Government Pension Scheme member records and payments of benefits.  This will include undertaking a selection of specialist duties which are highlighted below.

Key Tasks of the Post:

Provision of general administrative support relating to the service area.

1. To provide support to front line service delivery.  You will:

•
Open and sort all incoming mail including receipting of cheques and certificates.

· Scan incoming post and index to member’s record.

· Deal with all outgoing post.

· Request purchase orders and control payment of invoices.
· Control and re-order supplies of office stationery.

· Organise travel arrangements.

· Assist with organising meetings and delivering events either in person or virtually.

· Assist with preparing statistical and graphical information in respect of performance against the fund’s key indicators. 
2. To support the Fund’s electronic communications and online services.  You will: 

· Assist in updating documentation within the Fund’s pensions administration system.

· Assist in updating the Fund’s public and secure websites.

· Assist with monitoring the Fund’s group email accounts and responding to queries.

· Assist with monitoring the Fund’s member secure messaging service.

· Assist with surveys and collation of results.

3. To assist with uploading, recording and updating data.  You will:
· Assist in the data input and verification of member data. 

· Undertake processing within the Pensions administration system to update members personal information.
4. To provide administrative assistance for bulk communications and large projects.  You will:
· Draft and release Annual Benefits Statements, Pension updates and bulk statutory communications.

· Test and implement new modules for the pensions administration system.

5. You will be an effective team member.  You will:

· Use the computer network PCs and associated programmes.

· Use your initiative and be flexible in your approach to work.

· Deal with confidential and sensitive information in a professional and secure manner, in accordance with relevant policies and procedures.

· Prioritise and manage your workload.

· Build effective communications with colleagues and external bodies. 

6. You will be accountable to successfully complete the Business Administration Apprenticeship Level 3, attending relevant training and undertaking assignments as required.  The end point assessment includes a consultative project and professional discussion.

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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