David Lawrence and Associates
Relationship Manager

Position Description and qualifications

Existing Clients:

The primary role of the relationship manager is to manage relationships with existing clients. To that end, the following tasks apply:

· To review the client’s objectives on a continuous basis by identifying and documenting any changes to their stated goals

· To gather data for The Company’s database including data on beneficiaries, anniversaries, hobbies, etc.

· To support the client in the financial planning process by having on-going discussions with them about their overall financial goals and objectives, whether or not they have engaged The Company in a formal financial analysis or not.

· To help the client set specific and measurable goals

· To conduct client review meetings on a scheduled basis using the client account review system.

· It is the Financial Advisor’s responsibility to use the Company Client Review System.  This helps the client prepare prior to the meeting and provides structure for the meeting and the follow-up after the meeting.

· To review their investment portfolio, life insurance, employer-provided benefits, estate planning documents, tax returns, etc. in relation to their overall financial planning needs

· All reviews whether they occur in-person or on the phone should be documented on the The Company client management database.  The nature of the discussions, any new data gathered and the date of each review should be documented.

· To identify opportunities to deepen the client relationship with The Company by offering additional Company services

· To identify opportunities for client’s to provide recommendations of The Company to friends, family and associates

New Clients:
It is also the task of the relationship manager to work with new clients in building the relationship and setting up systems, accounts, financial plan info, files, and the initial entries into the Company Client database. The following tasks apply:

· The relationship manager will perform the client data gathering meeting. (must be NASD Series 6 or 7 licensed)

· The relationship manager will enter (or oversee entry of) information into the following:

· The Company client database

· Financial Planning software (this is done by the operations dept.)

· The relationship manager will be responsible for producing a draft version of the financial analysis to give to the Senior Financial Advisor for edits, revisions, etc.

· The revisions are then handed back to the relationship manager to have corrections, additions, deletions, etc. inputted and a final analysis printed for client use
· The relationship manager will compile all illustrations, applications, brochures, information, etc. for presentation to the client along with the financial analysis

· Although the Senior Financial Advisor would conduct the plan presentation meeting. Any follow-up meetings for check writing, signatures, etc. would be conducted by the relationship manager

· The relationship manager may also be asked to assist the Senior Financial Advisor in any marketing related programs, such as advertising, seminars, public speaking events, etc. The role of the relationship manager in these tasks is to provide assistance to the Senior Financial Advisor.

