JOB DESCRIPTION
	JOB TITLE: 
	Paraplanner

	RESPONSIBLE TO: 
	Martin Green (Paraplanning Manager)

	JOB PURPOSE: 
	To provide an efficient and effective paraplanning service to designated adviser(s).


KEY RESPONSIBILITIES :

· Research and analyse clients existing portfolio with a view to producing solutions to client requirements, creating new business opportunities and offering guidance for advisers
· Review and understand charging structures of different product providers, reporting findings to advisers and offering suggested courses of action
· Produce new business client reports from factfinds, file notes, risk questionnaires and consultation with adviser

· Produce client quotations under the direction of the adviser

· Share ideas and develop any concepts to benefit the Paraplanning Team and the company
· Produce client ‘reason why’ letters under the direction of the adviser

· Analyse existing clients portfolios at annual and interim review stages, making suggested recommendations for changes or rebalance, to be discussed with adviser

· Prepare annual review reports

· Prepare client authority letters in connection with new business or annual review recommendations

· Create online work orders for Wrap account new business

· Complete paper based application forms

· Submit fully packaged case to Administration Department

· Post sale liaison with customer

· Liaison with Administration Department in respect of new and existing client servicing
· Operate at all times within the rules of the FCA and those set out in the firm’s Compliance Manual and subsequent compliance memos

· Assistance in creating and amending company standard report templates

· Attend occasional client meetings with adviser, if required.
· Data entry to Truth Software in preparation for client lifestyle planning and cash flow analysis meetings

· Attend regular in house training meetings

· Maintain a training file

· Maintain knowledge on current legislation changes and general awareness of industry hot topics
· Monitor business volumes with adviser

As a term of employment the jobholder may be required from time to time to undertake such other duties as may be reasonably required of him or her.

