



	Company Logo Here
	Position Agreement for:

	
	POSITION TITLE

Para-Planner


	
	MANAGER’S POSITION

Director of Investments
                   Operations Manager



	RESULT STATEMENT:  I am accountable for producing the following result:

To assist in the retention of branch clients and the optimizing of profitability for the company by executing service delivery systems so that client expectations and the company financial standards are met.  



	REPORTING POSITIONS:   None


	Work Listing:  List all entrepreneurial, managerial and technical work for which this position is accountable.

Strategic Work: Entrepreneurial work (vision & strategy) + Managerial work (systemization, planning, mentoring)
1. Recommend to management ways to improve the Para-Planner function. 

2. Participate in the development of goals, standards, time lines, procedures and systems we use to deliver financial plans.
3. Help improve and refine the documented financial planning systems. 

4. Mentoring of assistant to the Para-Planner.

Tactical Work: Technical work (doing it – running the systems)
5. Inputting all client data into our NaviPlan software.
6. Production of 1st analyticals and delivery to advisor.

7. Give the partners managing the insurance business the life insurance summary/needs.
8. Production and delivery of 2nd plan analyticals.
9. Participant in Design sessions scheduled.
10. Write initial draft or summarize the plan design meeting results.
11. Typing final report from FA.
12.  Manage billing of client fees.


	Position-Specific Standards:  List all quantity, quality and behavior standards for which this position is accountable.

1. Taking all necessary actions to obtain accurate information for every client

2. All client data will be obtained from CRM within 24 hours of Maintaining a level of efficiency of the fee business.
3. Developing the ability to anticipate next actions
4. Continue to learn and manipulate the NaviPlan program and educate toward the CFP designation.

	General Standards:  List all quantity, quality and behavior standards for which everyone in the company is accountable.

5. All work will be performed in accordance with all government laws, regulations, ordinances, and court rulings in those jurisdictions in which the company operates.

6. All routine work will be documented in an operations manual.  The information included in the operations manual is proprietary.

7. All work will be performed according to company policies and standards inherent in all position agreements, system action plans, employee manuals, ongoing policy memoranda, and facilities and dress codes.

8. Client and company information will be held as strictly confidential outside the company.

9. All telephone calls, both internal and external, will be returned within one business day and within two hours whenever possible.

10. Manager will be notified of any issues to be resolved or deadlines that cannot be met by reporting position, prior to the due date, in an exception report.

11. All innovation will be quantified, tested and improved, then documented for routine implementation.

12. Problems with any system must be brought to the attention of the manager in an exception report so that the system can be improved, within the structure of the operations manual.

13. All policy memoranda indicating changes in policy and/or procedure will be stored in each associate’s operations manual, until the time an updated procedure is provided.

14. Associates will provide staff assistance as requested; each associate may be asked from time to time to cover other areas of accountability and/or departments.

15. All business communications, whether verbal, visual or written, whether for internal or external use, will be professional in tone and content and according to any applicable and existing company policies and standards.

16. Associates will respect each other’s time, space, and need for concentration.  Socializing and interruptions must not impede workflow.

17. Associates will have weekly, regularly-scheduled meetings with their manager.

18. Associates are encouraged to recommend ideas for the improvement of their department and position that are consistent with the company’s Strategic Objective.

19. All Associates will be familiar and true to the firm’s core values.

20. All Associates, at any level, will present themselves with the highest level of professionalism at all times. 

21.  All Associates will arrive promptly for all scheduled Company meetings that apply to their positions.

22. All Associates are to rise above their position requirements when necessary to assist customers, prospects, management and / or other associates when requested.

23. All Associates will independently initiate and take action, within their general area of responsibility, in order to produce effective results.

24. Supervisors are responsible for creating and maintaining an environment where subordinates feel they can take initiative safely.

25. All Associates will keep their commitments.  Associates will not make commitments they cannot keep.  Scheduled commitments that cannot be kept should be renegotiated with the appropriate people or persons 24 hours or more in advance, except in case of emergency.  

26. A positive, enthusiastic workplace is vital.  Associates will strive to maintain an uplifting environment that nurtures productivity and positive expectations of themselves and other associates.

27. All Associates will prioritize, plan, and utilize their time in a manner to be most effective. 



Compensation:  

Salary - 

Quarterly bonus – 
.
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	Statement of the Position Holder:

I accept the accountabilities of this position and agree to produce the result, perform the work and meet the standards set forth in this position agreement.



	
	
	

	Date
	Signature



	
	

	
	Printed/Typed Name



	

	Statement of the Position Holder’s Manager:

I agree to provide a working environment, necessary resources and appropriate training to enable the accountabilities of this position (result, work, standards) to be accomplished.   



	

	Date
	Signature



	
	

	
	Printed/Typed Name
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