Public Sector Pensions Administration

Level 3
Awarded by The Pensions Management Institute
Accredited from 27 January 2000 to 30 June 2006
Group award number: G5GL 23
Standards

This SVQ is based on standards developed by the Financial Services Skills Council. Financial Services Skills Council membership is drawn from a wide variety of people working in a broad range of occupations within the financial service industry.

 Structure of the SVQ
The way the SVQ is made up is shown below. The unit title appears in bold and the elements that make up each unit are listed under the unit title. 

Mandatory units

Candidates must complete all of these units: 

Process Member Records 

1
Create records for new members

2
Update current records

Validate and Record Member Options and Elections 

1
Evaluate entitlement

2
Record and implement the terms of the election

3
Arrange transfers in

Disseminate Information 

1
Communicate with interested parties

2
Process and distribute information for internal use

3
Maintain working relationships with external bodies

Develop Positive Working Relationships with Customers and Colleagues 

1
Respond to the needs and feelings expressed by customers

2
Present positive personal image to customer

3
Balance the needs of customer and organisation

4
Establish and maintain working relationships with other members of staff

Process Applications for Early Leavers 

1
Implement procedures for leavers

2
Arrange transfers out

Process Applications for Retirement Benefits 

1
Evaluate eligibility for retirement benefits

2
Calculate entitlement to retirement benefits

Process Applications for Death Benefit 

1
Evaluate eligibility for death benefits

2
Calculate entitlement to benefits for death in service or deferment

3
Calculate entitlement to benefits for death in retirement

Arrange Payment 

1
Initiate payment procedures

2
Monitor ongoing entitlement of beneficiaries

Data Processing 

1
Input information from source documents into a computer system

2
Locate and retrieve details of requested items from a computer system

3
Generate and print standard reports on a computer system

Monitor and Maintain an Healthy, Safe and Secure Workplace 

1
Monitor and maintain health and safety with in the workplace

2
Monitor and maintain the security of the workplace
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