Job Title: Pension Administrator.
Department: Aviva pensions.
Location: Cardiff, Wales 
Company Overview and job description.
As a UK based multinational insurance company, Aviva offers a range of services such as pensions, wealth management and various insurance options. We focus on long term savings and retirement solutions and demonstrate a strong commitment to sustainability and community support.  We are looking for a pension administrator to join our team here at Aviva who can make a difference to our customers and communities and be responsible for providing excellent customer service while completing transactions and managing member accounts to our customers and stakeholders. 
Key responsibilities.
· Managing pension schemes in accordance with legal standards and company polices
· Protecting data and maintain confidentiality
· Handling new member enrolments, transfers and claims
· Working alongside other departments such as finance, compliance and customer service 
· Calculating and making pension payments
· Identifying and fixing any pension administration issues 
· Assisting members with the new and up to date pension schemes and legislative changes 
· Maintaining member records and account information
Skills required 
· Strong foundation in financial mathematics 
· Attendance to accuracy and detail
· Excellent communication skills
· Confidence In using computers and systems 
· Ability to work as a team and independently 
· organizational skills
· time management and problem-solving skills 
Benefits 
· salary of 25,000 – 29,000 per year, depending on experience
· opportunities for professional development, growth and learning 
· supportive and friendly work environment 
· discount on Aviva products 
·  good holiday allowances and are flexible to buy or sell 
Working hours
· Full time or part time available 
· Monday to Friday
· 8am – 4pm 

Contact us 
· Number 02920323912
· Email Aviva@cardiff.uk 




