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	Job Summary Overview

	Job title
	Senior Systems Officer 

	Career family
	

	Professional pathway
	Finance, Commercial and Pensions

	Career family level
	

	Grade
	11

	Reports to
	Technical Systems Manager 

	Financial responsibility
	None
Supporting the monthly pensioner payroll (c£106m per annum)

	Supervisory responsibility
	None 

	Reference number
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The Senior Systems Officer provides specialist systems and data support within the Technical/Systems team, ensuring that the pensions administration software, bulk processes and reporting support the effective delivery of LGPS benefits and regulatory requirements. The role is responsible for maintaining, updating and developing the pensions administration system within agreed parameters, leading bulk processing activity and resolving complex data and system issues.

Reporting to the Technical/Systems Manager and working closely with colleagues across the Fund, the post holder takes ownership of defined system and process areas, including bulk starters/leavers/changes, key annual projects (such as year‑end, CARE revaluation and annual benefit statements), scheduled pensions increase routines and reporting suites. The role acts as the key technical contact for these areas, and plays a key part in testing and delivering software updates and upgrades alongside the software supplier.

Key Responsibilities and Deliverables

Take a lead role in maintaining, updating and developing the pensions administration system (e.g. Altair) and associated applications, including Member Self Service (MSS) and iConnect, within parameters agreed by the Manager or Deputy Manager. This includes managing assigned workflows, events and calculation routines, ensuring they operate correctly, and working with the software supplier to resolve issues and optimise use of system functionality.
Undertake detailed validation and reconciliation work in allocated areas (for example common and conditional data items, specific benefit groups or historic backlogs), ensuring the accuracy and completeness of pensions data needed for benefit calculations, reporting and future initiatives such as pensions dashboards. Investigate discrepancies, correct errors in line with agreed procedures and record outcomes to support audit and improvement activity.
Check and validate pensions payroll transactions, including monthly pension payments and one‑off lump sums, resolving discrepancies and payment issues, and ensuring that transactions are accurate and compliant and support the Technical/Systems Manager in the running of the £106m per annual pensioner payroll.
Lead and oversee bulk administration and data processes, including starters, leavers, changes, transfers and bulk updates arising from scheme or employer activity. Allocate work to Systems Officers, monitor progress and quality, and personally handle more complex or unusual cases, ensuring that bulk processes are completed accurately and on time.
Take responsibility for running and distributing scheduled and ad‑hoc reports from the pensions administration system, MSS and reporting tools (e.g. monthly MI reports and statutory statistics).
Lead the local testing of software updates, upgrades and patches in collaboration with the software supplier. Identify any impact on the system or data and recommend changes to configuration, procedures or training. Support the controlled deployment of updates into the live environment for both the core administration system and MSS.
Prepare accurate data extracts and statistics from the administration system to support actuarial valuations, regulatory returns, management reporting and projects. Manage the technical aspects of bulk returns (e.g. annual returns, data files for external bodies), ensuring specifications are followed, formats are correct, and outputs are reconciled.
Take a key technical role in annual pensions projects, including year‑end processing, CARE revaluation, production of annual benefit statements, pension saving statements and annual pensions increase routines. Plan and manage the preparation of the data within these projects and coordinate with the Systems Officers to track progress against deadlines.
Lead investigations into complex data errors, known error lists and system anomalies identified through bulk processing, reports or audits. Analyse underlying causes, design and implement corrective actions in the system (within agreed limits), document fixes and pass systemic issues to the Deputy Systems Manager and/or Technical/Systems Manager for potential configuration or process changes.
Ensure that system and data work in own areas is carried out in line with LGPS regulations, pensions/tax rules and council/Fund procedures. Handle member and employer data securely and confidentially, complying with data protection and information security requirements. Support internal and external audit work by providing system data, explanations and evidence for allocated areas.
Provide timely and accurate technical support and information to operations colleagues and, where appropriate, to governance, finance, IT or audit contacts on system, reporting and data processes within own areas of responsibility. Offer informal training and coaching on effective use of the pensions system, bulk processes and reports to Systems Officers and other users.
Contribute positively to team meetings, knowledge‑sharing and cross‑team working, and suggest practical ideas for improving systems, processes and data quality, feeding proposals to the Deputy Systems Manager and Technical/Systems Manager.
Within agreed frameworks set by the Technical/Systems Manager and Deputy, explore opportunities to use AI‑enabled and automation tools to improve data checks, error detection and processing efficiency. Test and evaluate agreed tools, provide feedback on their effectiveness, and support colleagues in using them appropriately and in line with data protection and information‑governance requirements.
Undertake any other duties consistent with the purpose and level of the role, as agreed with the Deputy Systems Manager/Technical/Systems Manager.



	Specific requirements
	Essential
Mark with P
	Desirable
Mark with P

	Educated to A-level (or equivalent) with GCSE’s in English and Maths, or with equivalent experience in an office, data or systems administration role. 
	P
	

	Relevant pension administration qualification (e.g. IPPM/CIPP or equivalent) or relevant LGPS experience. 
	
	

	Experience of working with pensions administration systems (e.g. Altair) within an LGPS fund, or substantial experience in a similar office or administration environment using computerised systems to process data and maintain accurate records.
	P
	

	Experience of contributing to periodic system processes (e.g. year‑end routines, benefit statement runs, system‑driven pension increases or data extracts for valuations/returns). 
	
	P

	Strong attention to detail and numeracy skills, with the ability to work accurately with large volumes of system‑held data and to spot inconsistencies or anomalies in screens, outputs and reports. 
	P
	

	Strong numeracy, literacy and analytical skills, with a high level of attention to detail and the ability to ensure accuracy when reviewing complex outputs, overseeing large volumes of data and quality‑checking the work of others.
	P
	

	Confident IT skills, including proficient use of excel spreadsheets and other MS office applications, and the ability to learn and use pensions systems, workflows and reporting tools effectively. 
	P
	

	Ability to organise and prioritise own workload across different system processes and deadlines, working with minimal day‑to‑day supervision. 
	P
	

	Reliable, flexible and customer‑focused, with a strong commitment to accuracy, service quality and continuous improvement in how systems and data are used. 
	P
	

	Ability to build and maintain effective working relationships and communicate clearly and professionally with a wide range of stakeholders, including members and employers.
	P
	

	Ability to use initiative, be flexible and handle change, and to work effectively both independently and as part of a team.
	P
	

	Clear understanding of data protection, confidentiality and information security principles as they apply to system access, user permissions and handling of personal and financial data. 
	P
	

	Cooperative and supportive team member, willing to share system knowledge, support colleagues and uphold the values and codes of conduct of the administering authority. 
	P
	



	[bookmark: _Hlk198812928]Working Arrangements

	· The post is not politically restricted.
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy 
· Able to travel across the county and work from various office locations within the county.


	Health and Safety at Work

	
All employees have responsibilities for health and safety – both for themselves, colleagues and the people we work with.  
 
The potential significant hazard(s) and risk(s) for this post are identified below (those ticked). 


 

	 ☐ 
	Provision of personal care on a regular basis 
	  ☐ 
	Driving HGV or LGV for work 

	  ☐ 
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects 
	  ☐ 
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes) 

	  ☐ 
	Working at height/ using ladders on a regular/ repetitive basis 
	  ☐  
	Restricted postural change – prolonged sitting 

	  ☐ 
	Lone working on a regular basis 
	  ☐ 
	Restricted postural change – prolonged standing 

	  ☐ 
	Night work 
	  ☐ 
	Regular/repetitive bending/ squatting/ kneeling/crouching 

	  ☐ 
	Rotating shift work 
	  ☐ 
	Manual cleaning/ domestic duties 

	  ☐ 
	Working on/ or near a road 
	  ☐ 
	Regular work outdoors 

	  ☒ 
	Significant use of computers (display screen equipment) 
	  ☐ 
	Work with vulnerable children or vulnerable adults 

	  ☐ 
	Undertaking repetitive tasks 
	  ☐ 
	Working with challenging behaviours 

	  ☐ 
	Continual telephone use (call centres) 
	  ☐ 
	Regular work with skin irritants/ allergens 

	  ☐ 
	Work requiring hearing protection (exposure to noise above action levels) 
	  ☐ 
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres) 

	  ☐ 
	Work requiring respirators or masks 
	  ☐ 
	Work with vibrating tools/ machinery 

	  ☐ 
	Work involving food handling 
	  ☐ 
	Work with waste, refuse 

	  ☐ 
	Potential exposure to blood or bodily fluids 
	  ☐ 
	Face-to-face contact with members of the public 

	  ☐ 
	Other (please specify):  
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