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The Methodist Churc

Job Description

JOBTITLE Pensions Administrator GRADE LG3

. Methodist Church House,
REPORTS TO Deputy Pensions Manager LOCATION London

. DEPARTMENT .
DIRECTORATE Finance and Resources Pensions Department

JOB PURPOSE AND OBJECTIVES

To contribute to the smooth running of the Pensions Office through providing administration
services and the preparation and processing of five periodic pensioner payrolls.

JoB DIMENSIONS

RESOURCES UNDER CONTROL

Direct reports
Not applicable

Resources
Not applicable

ROLE ACCOUNTABILITIES (Between 6 and 10)

The activities, functions and areas of accountability for the job.

1.  Complete and deliver work within set deadlines. Agree and review progress with the Deputy
Pension Manager.

2. Administer and respond to members’ benefit requests in line with the Scheme Rules and
appropriate legislation, including but not limited to refunds of contributions, deferred
pensions, benefits transfers, deaths and retirement Illustrations.

3. Ensure that the pension database is kept up to date.

4.  Assist in collection and reconciliation of all pension contributions and AVCs from
stipends/salary sections and external payrolls in accordance with the Schemes’ Schedules of
Contributions.

5.  Contribute to team meetings and participate in specific projects, for example Annual Benefit
Statements to members, mortality screening exercises etc.
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ROLE ACCOUNTABILITIES (Between 6 and 10)

6.  Pensions Payroll: To assist in the running of five payrolls (2 monthly payrolls and 3 quarterly
payrolls) to include payment of disbursements to external stakeholders and income tax to
HMRC within legislative timescales.

a) Set up new pensions, including the payment of pension commencement lumps sums and
other options.

b) Complete reconciliations to verify accuracy of monthly and quarterly payrolls.
c) Organise production and mailing of individual payment advice slips.

7. To provide general administrative support to the Pensions Manager, including organising and
arranging meetings, and the collation and distribution of Board papers.

8.  Any other duties, appropriate with the grade of the post.

Person Specification

GRADE LEVEL 3 — REFER TO THE GRADE DESCRIPTORS

Essential Desirable  Assessment
Method

Education and Training

Educated to A level standard X A&Q
NVQ in pensions and/or payroll administration (e.g. QPA) X A&l
Proven Abilities, Knowledge and Skills

Demonstrable pensions administration experience including

benefit calculations for leavers, retirement, deaths and X A&l
transfers

Evidence of payroll administration experience, running

monthly payrolls and dealing with month-end and year-end X A&l
processes

Experience of pensioner Payroll reconciliations, PAYE tax and X A&
liaising with HMRC over RTI

Up to date technical knowledge of HMRC regulations X A&

governing pensions

Experience of dealing with pensions and payroll queries from
members of the pension schemes and other stakeholders (eg X A&l
employers, actuaries, independent financial advisers etc.)
Experience of Microsoft packages for example Word, Excel,

Outlook and PowerPoint X A&l
Experience in the use of spreadsheets and producing

. X A&l
straightforward reports
Experience of using the Profund pensions administration X A&l
system
Excellent numerical skills and meticulous attention to detail X A&l
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GRADE LEVEL 3 — REFER TO THE GRADE DESCRIPTORS

Essential Desirable  Assessment
Method

Ability to prioritise and organise own workload and within
scope of job, to deal with a number of tasks working to agreed X A&l
deadlines
Good communication skills particularly in writing and
telephone, including ability to express complex pension X A&l
concepts in plain language appropriate to the recipient
Able to work as part of a team and also on own initiative and

. . X A&l
after consultation as appropriate
Personal qualities
In sympathy with the aims of The Methodist Church X A&l
Willingness to take on new challenges and responsibilities X | &P
An understanding of working within a Christian organisation X A&l
Able to work appropriately with confidential information X A&l
Reliable and flexible X A&l

Method of Assessment: A — Application Form; |- Interview; W —Written exercise; P — Presentation;

G —Group exercise;  Q — Proof of qualification (certificates or transcripts)
(We reserve the right to assess any other aspects of the role in a format not previously described)
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TERMS AND CONDITIONS

Health and Safety: The post holder will be subject to the Methodist Council’s Health and Safety policy
Equality & Diversity: The post holder will be subject to the Methodist Council’s Equality & Diversity Policy
Physical Conditions: Open plan office accommodation

Remuneration: £35,000 per annum

Hours of Work: 5 days per week

The normal hours of work will be from 9.00am to 5.00pm with an hour for lunch.
A flexi-time scheme is in operation, core working hours are 10:00am to 12 noon and
2:00 pm to 4:00 pm. With the prior agreement of the line manager, the working day
may commence from 8:00 am and will finish no later than 6:00 pm. The flexi-time
policy should be referred to for further information.
Some flexibility in working hours may be required due to the nature of this post and
the work of the Department. Payment for overtime is not given but employees are
entitled to time off in lieu by arrangement.

Holiday Entitlement:  During the first to fourth years 25 days
During the fifth to ninth years 28 days
During the tenth and subsequent years 30 days

Plus Bank Holidays and an extra three days at Christmas and New Year.

Sick Pay: Entitlement in accordance with the Methodist Council’s terms and conditions of
employment
Pension: There is a pension scheme that all eligible lay employees will be auto-enrolled on to.

Employees who do not meet the auto enrolment criteria are eligible to join the
scheme subject to certain provisions.

Probationary Period: ~ Appointments for lay employees are made subject to the satisfactory completion of
a probationary period, normally six months.

Season Ticket: Season ticket loans are available after the satisfactory completion of the
probationary period.
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