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JOB DESCRIPTION 
SECTION 1:
JOB SPECIFIC
	Job Title:   Sales & Fund Development                                                           

                   Assistant
	Location:
  Head Office, Cheadle

	Department:  Sales & Fund Development
	Salary & Benefits: Salary as per contract

                                                   

	Reporting to: Director of Fund Development &                              
                        Administration and 
                        Director of Sales        
	    Hours: 9am – 5.30pm Monday to Friday


Key Purpose of the role 

	This is a permanent, full time role, to be based at 1 Oakwood Square, Cheadle Royal Business Park, Cheadle, SK8 3SB.
The key purpose of the role is to assist the Sales and Fund Development Team in all administrative areas.



	Key Tasks
Administrative support 

· Liaise with Sales and IFA’s and send out sales packs in a timely manner
· Maintain a log of all Sales materials and manage stock levels including notifying sales and fund admin teams when stock breach pre-defined low levels
· Maintain full record of all FSA numbers for supporting IFA’s
· Maintain full records of all Agent and IFA documentation
· Maintain weekly report on all New Business Notification forms received by Mansion
· Maintain weekly deal sheets to ensure consistency with Mansion system
· Assist the Sales and Fund Development Administrator with Fund related queries and maintaining the schedule of queries where needed and reporting progress on a daily basis to the Sales and Fund Development Administrator
· Assist in the preparation of monthly reports in the specified format for the Fund Development and Sales teams
· Maintain Escrow Release Schedule

· Produce monthly MSAF KPI report for use by SMT

· Assist in PA duties for Sales Team when primary PA is unavailable

· Assist in duties when Sales and Fund Development Administrator is unavailable

Systems support
· Draft and send a monthly marketing email via Campaign Monitor
· Review and report on effectiveness of Campaign Monitor activities
· Upload investment deals and IFA/Agent details into FIS software system

· Ensure all new transactions are recorded on new software systems, identifying “info gaps” and raising queries to fill the gaps as appropriate 
· Prepare reports using information from systems when required

	


SECTION 2:
KNOWLEDGE AND SKILLS

	Academic Qualifications
	· Educated to GCSE/O Level standard

	

	Job-specific Qualifications
	· Understanding of the financial services/investment fund sector

	

	Experience (in years)

	· Minimum of two years in support role
	

	Skills
	· Excellent verbal and written communication skills

· Good knowledge of Microsoft Office is essential.

· Knowledge of Sage CRM and Campaign  Monitor would be an advantage but training will be provided
· Excellent organisational skills


	

	Attributes/ Personal Characteristics
	· Desire to deliver and achieve high standards of service

· The ability to work within and contribute to a team

· Positive and enthusiastic

· The ability to stay calm under pressure 
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