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BUSINESS AND RESOURCES 

JOB DESCRIPTION


POST TITLE:			Data Quality and Payroll Manager

GRADE:				Band 9

MANAGER RESPONSIBLE TO:	Senior Stakeholder Engagement Manager

STAFF RESPONSIBLE FOR:	Data Quality and Payroll Team


Overall Objectives of the Post:

To support the Senior Stakeholder Engagement Manager and Head of Pensions Administration by ensuring high-quality data through effective information flows and processes in accordance with statutory requirements and service delivery targets.

To oversee and manage the pension payroll service for the Fund.  To contribute to the wider operations of the Pension Fund as a member of the senior management team.  To ensure that a high-quality, customer focused service is delivered to the Pension Fund, our strategic partners and other key stakeholders. 


Key Tasks of the Post:

1. You will support the Senior Stakeholder Engagement Manager and the Head of Pensions Administration by being responsible for the effective provision of the pensioner payroll and ensuring pensions are paid correctly and on time.  You will:
· Ensure the correct payment of pension payments on time and in accordance with legal requirements, guidance and best practice.
· Ensure appropriate payroll actions are taken following a death notification.
· Oversee the day to day running of the integrated pensioner payroll system.
· Act as the co-ordinator for the service in respect of system changes and developments and liaise with the Systems Manager.
· Co-ordinate participation in the National Fraud Initiative and undertake any necessary resultant actions.
· Ensure all required payments including PAYE and tax information in respect of pensioner members is submitted to HMRC and other bodies within required timescales.
2. [bookmark: _Hlk77596292]You will support the Senior Stakeholder Engagement Manager and the Head of Pensions Administration by being responsible for the receipt, supply and validation of member data and ensuring member data is maintained to a high standard.  You will: 
· Ensure data is accurate and that data management practices are in accordance with regulatory requirements and industry best practice.
· Ensure member records are updated to accurately reflect AVC arrangements.
· Manage all employer bulk data uploads and extracts, including monthly and year end contribution posting and valuations.
· Lead on the onboarding of all employers to monthly data collection and contribution posting.
· Monitor receipt of and quality of data within required timeframes and lead a programme of ongoing improvement.
· Ensure member records are correctly updated as part of the annual CARE revaluation exercise. 
· Devise, design and continuously review all guidance, templates and forms used in the collection of data for effective administration of the Scheme.  
· Ensure effective systems and controls are in place to raise any queries and take responsibility to manage these through resolution.
· Liaise with the Systems Manager to ensure the pensions administration system is operating and being developed to maximise efficiencies and automation in relevant areas.
3. You will lead and manage the Data Quality and Payroll Team.  You will:
· Ensure performance targets are met in a cost-effective manner and in accordance with the approved budget.
· 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 appropriate training for team members and, where required, provide training to others in the Service.
· Ensure appropriate and relevant training manuals, guides and other materials are comprehensive, accurate, up to date and easily understood.
· 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.
· Be responsible for the Data and Payroll budget.

4. You will play an active role as a member of the management team. You will:
· Ensure compliance with legal requirements, guidance, codes of practice and best practice. 
· Take responsibility for a specialised area but assist with other work areas where necessary.
· Contribute to the development and drafting of strategy documents for the Service.  
· Contribute to the wider service budget setting process as required.
· Actively promote continuous improvement and embed quality assurance procedures.
· Provide strategic operational support to help future proof the service to ensure the Fund remains an excellent Fund. 
· Prepare reports for Pensions Committee and the Local Pension Board and attend meetings and training events as and when required.
· Demonstrate initiative, political awareness, professionalism and technical competence in carrying out the functions of the post and be capable of referring matters to senior management by exception.
· Be a member of the Pension Fund Appeals Panel.
· Represent the Pension Fund at relevant LGPS groups. 

5. You will deputise for the Senior Stakeholder Engagement Manager and/or Head of Pensions Administration, 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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