AIRDRIE CITIZENS ADVICE BUREAU

PENSION ADMINISTRATOR:
JOB REMIT

Employer:

 Airdrie Citizens Advice Bureau

Location:

Airdrie
Job Title:

Pensions Administrator 
Responsible To:
Pension Wise Guider
· Main Purpose:
Provide diary management for the Pension wise Guider.

Responsibilities

· To provide robust triage, referral and appointment system for clients accessing the Pension Wise Service.  

· To ensure systems are in place to ensure efficient working practices
· Maintain client case records for monitoring and reporting requirements

· Keep all records confidential, safe and accessible for future retrieval information for reporting purposes 
· Carry out routine day to day administration tasks, photocopying, filing,  information for reporting purposes

Salary: £17,157  (pro-rata).
Hours: Part-time, 17.5 hours per week
Location: Airdrie Citizens Advice Bureau

