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	Job Description
 

	Post:
	Senior Pensions Officer

	Pay scale:
	Grade 7, SCP 25-29

	Responsible to:
	Head of Payroll / Payroll Business Manager

	Main Location:
	Main Location STOC Central Office with travel to other sites

	Key Responsibilities

	· Lead the administration of Teachers’ Pensions and Local Government Pension Schemes across the Trust, ensuring accuracy, compliance and adherence to scheme rules.
· Provide expert advice on pension regulations, statutory requirements and changes to legislation affecting Trust employees.
· Oversee the preparation and timely submission of monthly, quarterly and annual returns to TPS, LGPS and HMRC.
· Lead compliance activities including auto-enrolment, re-enrolment cycles, opt-outs and salary sacrifice pension arrangements.
· Manage complex pension cases e.g. ill health retirements, redundancy/efficiency/retirements, service adjustments, retrospective corrections.
· Ensure pension audits are well-supported, maintain robust audit trails and implement recommendations.

	Main Duties

	Operational Leadership:

· Provide technical guidance and support to HR team, payroll colleagues and school-based staff responsible for pension-related processes.
· Develop standard operating procedures, guidance notes and training sessions to ensure consistency across the Trust.
· Oversee workflow management to ensure pension processing tasks are completed accurately and within required timescales.

Liaison and Casework:

· Act as the Trust’s principal contact for TPS, LGPS administrators, resolvng escalated or technically complex queries.
· Provide pension impact assessments for restructures, TUPE transfers or organisational changes.
· Support staff and managers by explaining complex pension matters clearly and professionally

Systems & Data Reporting:

· Oversee the accuracy of pension-related data in HR/Payroll systems e.g. iTrent, ensuring information is correctly maintained and updated.
· Lead monthly reconciliation of pension contributions, resolving discrepancies in collaboration with HR and Payroll colleagues.
· Produce regular pension compliance reports for senior leaders and Trustees.
· Work with ICT and software provides to support system developments and data integrity improvements.

Professional & Ethical Standards:

· Ensure compliance with GDPR, confidentiality requirements, and safeguarding expectations consistent with Trust policies.
· Promote high standards of professionalism across all areas of responsibility.


	Professional standards and development

	· Take responsibility for and participating in continuing professional development.  
· Be a role model to students through appropriate personal presentation and professional conduct.   
· Support all the Trust’s policies and ethos.   
· Establish effective working relationships with professional colleagues both at Trust level and as part of the Trust’s learning community and network.  
· Responsible for the health, safety and welfare of self and colleagues in accordance. with the Trust’s Health and Safety policies and procedures and current legislation.   
· Reflect on own professional practice.   
· Take responsibility for and participating in continuing professional development.  


	Continuing professional development and formation

	· Undertake any necessary professional development as identified, taking full advantage of any relevant training and development available.  
· Maintain a professional portfolio of evidence to support the Performance. Management/Appraisal process – evaluating and improving your own practice.

	General Responsibilities

	· Attend and participate in staff meetings, training, and briefings as appropriate. 
· Be aware of, and comply with all Trust policies and procedures, particularly those relating to child protection, health, safety and security, financial management, confidentiality, and data protection. 
· Contribute to the overall ethos, work, and aims of the Trust. 
· Commitment to the principle of working collaboratively with other schools within the St Teresa of Calcutta Catholic Academy Trust.  
· The role will be a mix of working on site at our primary schools initially, and at Trust Headquarters.  A valid driving license and access to a vehicle is necessary to fulfil this role.

	These duties are neither exclusive nor exhaustive, and the postholder will be required to undertake other duties and responsibilities, which the Trust may determine. Please note that the successful applicant will be required to comply with all Trust Policies. 
 
The Trust is committed to the safeguarding and promotion of the welfare of all children and young people in our care. Applicants must be willing to undergo an enhanced Disclosure and Barring Service check and overseas police checks (where applicable). Please see STOC’s Safeguarding and Recruitment Policies for further details. All staff have a key role and responsibility in this area and will be subject to an Enhanced Disclosure check. An online search will be performed on all shortlisted applicants in accordance with the Trust’s safeguarding procedures and Keeping Children Safe in Education statutory guidance.
 
It is the practice of this Trust to periodically examine employees’ job descriptions and to update them to ensure that they relate to jobs as they are being performed, or to incorporate whatever changes are being proposed. It is the Trust’s aim to reach agreement on any alterations.

The Trust is committed to welcoming individuals regardless of age, disability, ethnicity, faith, gender identity, sexual orientation, marital status or socio-economic background or whether you are pregnant or on maternity, adoption, parental or other family leave. We welcome applicants from all communities and from people that identify with those characteristics.   





	Person Specification

	Key E Essential, R References, I Interview, C Certificate, D Desirable, A Application 

	 
	Essential / desirable 
	Evidence 

	Qualifications

	Significant experience administering large or complex pension schemes, including TPS and LGPS.
	Essential
	A/I

	Strong educational background with excellent numeracy skills
	Essential
	A/I

	Professional qualifications in pensions, payroll or HR e.g. CIPP
	Desirable
	A/I/C

	Knowledge & Experience

	In-depth knowledge of Teachers’ Pensions and LGPS rules, including contribution structures, service calculations and retirement processes
	Essential
	A/I

	Experience completing statutory pension returns and liaising with pension scheme administrators
	Essential
	A/I

	Demonstrable experience resolving complex pension matters such as ill-health, redundancy, historic corrections or maternity/absence related cases
	Essential
	A/I


	Experience overseeing pension processes across multiple sites and/or departments
	Essential
	A/I

	Understanding of Burgandy Book and Green Book terms and their pension implications
	Desirable
	A/I


	Experience of pension compliance audits
	Desirable
	A/I

	Technical Skills & Ability 

	High proficiency with spreadsheets and data analysis
	Essential
	A/I

	Ability to interpret and communicate complex pension information clearly and accurately to non-experts
	Essential
	A/I

	Strong analytical skills and the ability to identify, investigate and resolve discrepancies
	Essential
	A/I

	Ability to manage confidential information with discretion and professionalism
	Essential
	A/I

	Experience using iTrent or other integrated HR/Payroll systems
	Desirable
	A/I

	Special working conditions 

	Ability to travel to across Trust sites
	Desirable
	A/I

	Occasional need to work flexibly during peak activity periods e.g. year end returns
	Essential
	A/I

	Personal characteristics

	High level of accuracy and attention to detail
	Essential
	A/I/R

	Strong organizational skills with the ability to prioritise and manage high workloads
	Essential
	A/I/R

	Professional, approachable and able to develop strong working relationships across schools and central teams
	Essential
	A/I/R

	Resilient, flexible, and committed to continuous improvement
	Essential
	A/I/R

	Integrity and commitment to confidentiality
	Essential
	A/I/R

	Flexible and dedicated approach to work
	Essential
	A/I/R

	Commitment to Safeguarding and protecting the welfare of children and young people
	Essential
	A/I/R

	Commitment to equality and diversity
	Essential
	A/I

	Commitment to good attendance at work
	Essential
	A/I/R

	Commitment to continuing professional development
	Essential
	A/I/R
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