JOB DESCRIPTION

	Financial Adviser
Financial Adviser


	Job Title
	Client Services Adviser

	Place of employment
	81 Springfield Road, Chelmsford, CM2 6JL

	Overall purpose

	To work alongside the advisory team to provide financial advice to prospective clients provided via leads from the existing Whitechurch Client Bank and the Client Bank’s of Retired IFAs


	Education/

Qualifications


	Level 4 (or equivalent) working towards Chartered


	Experience
	At least two or more years relevant work experience and be Competent Adviser Status


	Principal elements (Key tasks and responsibilities)

	· To provide high quality advice to achieve individual business targets in order to fulfil ambitious corporate objectives

· Develop initial contact with clients by telephone once leads have been identified from Client Bank’s
· Ensure detailed fact finds are completed and correctly recorded 

· Understand and deliver the Whitechurch Securities advisory process 

· Display competent and compliant behaviour

· Conduct initial (fact find) client meetings in line with the standard Whitechurch Securities Compliance Scheme
· Ensure all advice is signed off by the Supervisor until fully authorised.
· Construct recommended advisory reports, ensuring all information is correct and checked

· Understand selection criteria and work with our Central Investment Proposition
· Present the financial solution to meet the client’s needs in line with the agreed Whitechurch Securities Compliance Scheme
· To maintain and keep client files up to date to ensure the audit trail is maintained
· To know and adhere to all company and industry compliance rulings and ensure confidentiality at all times

· To operate within agreed time-scales

· To work within the team to plan, organise and accept accountability for own workload

· To be aware of and keep up to date with company procedures
· To keep up to date with industry issues through reading financial press
· To work in a flexible manner. 
· To be office based, travelling to meet clients
· To maintain at all times the Customer Care element of the service we provide to our prospective and existing clients


	Key skills
	· Have the necessary qualifications for the role already have Diploma Status and actively working towards Chartered
· A high level of confidence, with sales and presentational skills 
· Suitable interpersonal skills and telephone manner

· High quality of personal organisational skills and time management skills
· The drive and motivation to deliver business results

· Maintain skills via continuous professional development 

· The ability to work within a team environment 

· An ambitious and competitive approach to work 

· An eagerness to learn and develop skills and knowledge continually and to work towards and pass all exams within agreed time scales

· Be prepared to learn and accept the Whitechurch Securities Advisory approach


	Salary

Salary Validation/Bonus
Reporting 

Relationships


	To Be Confirmed
2.25 times salary, bonus paid 6 monthly capped at 80% of salary and incorporates qualitative consideration
Client Services Adviser reports to Manager of Chelmsford Office and Client Services Director in Bristol


	
	


