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JOB DESCRIPTION

Job Title: Data Quality & Performance Lead (Worcestershire Pension Fund)  
Directorate & Section/Unit: Finance – Pensions Administration (Worcestershire Pension Fund)   
Reporting to: Membership Manager (Worcestershire Pension Fund)    
Supervisory Responsibility for: Business Support Officer x 2
Salary Grade: S01
DMA Management Level: Level 1 Supervisor
DMA Span of Control (Direct Reports):  2
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive

Purpose of job: 	
· To lead and be responsible for ensuring the accuracy, completeness and integrity of member data within the Worcestershire Pension Fund.
· To lead data improvement initiatives including ownership of the Funds Data improvement Policy/Plan
· To support the funds preparation for projects including the pension’s dashboard programme, McCloud remedy, Triennial valuation and annual benefit statements
· To oversee compliance with regulatory requirements such as the pensions regulators (TPR) data standards and PASA guidance.
· To work with the systems team to investigate new functionality to support data improvement and reporting.
· To lead on monthly monitoring of data and contribution submissions from employers and providing monthly reports.
· To lead on monitoring staff performance and providing monthly reports for team leads.

Main Activities & Responsibilities:

· Develop, implement and maintain the Fund’s data improvement plan in line with TPR expectations.
· Monitor and report on conditional data scores; manage regular data cleansing activities.
· Identify data quality issues and work with employers and internal teams to resolve discrepancies.
· Create and maintain a data quality risk register ensuring risks are appropriately mitigated and reported.
· Ensure compliance with statutory data requirements (e.g. GDPR, TPR Codes of practice, PASA Guidance)
· Support the production of accurate data for actuarial valuations, annual benefit statements and scheme returns.
· Lead on data submissions for the pensions dashboard programme and ensure the funds data is dashboard ready.
· Liaise with scheme employers, as an escalation point, to ensure timely and accurate provision of data (e.g. monthly returns).
· Work collaboratively with software providers, actuaries and other 3rd parties to improve data exchange and integration.
· Work with the systems and projects team to optimise data validation processes within the pensions administration system.
· Develop and run data quality reports and dashboards to monitor ongoing data accuracy.

Generic Accountabilities:	

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy.
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy.


Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Elected Members – Pensions Committee and Pension Board, Directors, Heads of Service, senior managers, management teams, managers, and staff across all directorates.       

External: The Fund’s actuary, employers participating in the Fund, service suppliers, The Pensions Regulator, Government agencies / departments, the LGA, members of the Fund and members of the public.        

Additional Information:	

· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility.
· Reasonable adjustments will be considered as required by the Equality Act.
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* WCC is aiming towards a 5-level management organisational structure with level 5 being the Chief Executive. 
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PERSON SPECIFICATION


Job Title: Data Quality and Performance Lead (Worcestershire Pension Fund)  
Directorate & Section/Unit: Finance – Pensions Administration (Worcestershire Pension Fund)  
Salary Grade: S01

EXPERIENCE: 

It is essential that the post holder has:
· Significant experience of pension administration. 
· Significant experience of using pension administration software.
· Significant experience of producing performance metrics.
· Significant experience of working in a pension environment, preferably local government and administrating a large defined benefit pension scheme.
· Significant experience of supervising and developing individuals and teams.

KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:
· Detailed knowledge of the Local Government Pension Schemes. 
· Detailed knowledge of pension administration system.
· Detailed knowledge in using systems to extrapolate and interrogate data
· Excellent IT skills, including MS office.
· Ability to engage and motivate customers when managing change processes.
· Ability to work to deadlines and within defined quality standards.
· Ability to deal sensitively and appropriately with confidential information.
· The ability to produce documentation in a clear and concise way and to a range of audiences
· Strong personal and inter-personal skills including team building, communications, motivation, leadership and the ability to develop and maintain effective partnership working. 
· Resilient and deals positively with change.
· Works flexibly, efficiently and effectively, reducing costs and eliminating waste.
· Takes ownership of own work area and the development of others.
· The ability to plan, budget and programme tasks and work unsupervised and develop and implement new systems.
· Committed to excellence.
· Strives to build effective working relationships with team members and stakeholders.

QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:
· A level 5 qualification (e.g. foundation degree in Pensions Administration and Management) or equivalent compensatory experience and willingness to study.

ADDITIONAL INFORMATION: 

It is essential that the post holder has:
· A commitment to equal opportunities, anti-discriminatory and anti-oppressive practice.
· A commitment to training and professional development.
· Ability to travel. 
· Integrity and respect for confidentiality.
· Commitment to work as part of a team.


Author: Richard Sultana						Date: 7 August 2025







image1.png
z\worcestershire
sycountycouncil





