PLEASE USE THE FOLLOWING TEMPLATE FOR YOUR CV

KEEPING EXACTLY TO THE EXISTING FORMATTING OF THIS DOCUMENT, KINDLY REPLACE THE DETAIL IN BLACK WITH YOUR OWN PROFILE, QUALIFICATIONS, EXPERIENCE etc – IN AS MUCH DETAIL AS POSSIBLE RELATING TO PRODUCTS, PROCESS AND PRODUCTIVITY.  
CLIENTS ARE ALWAYS VERY INTERESTED IN: “WHAT EXACTLY DID YOU DO IN THAT ROLE?”, SO THINK OF THIS AS THE ‘ADVERT’ THAT SELLS YOU AND YOUR BUSINESS TO THE CLIENT AND BE AS SPECIFIC AND DETAILED AS POSSIBLE. ALSO MAKE SURE THAT THE PROJECT DETAIL IN THE BULLET POINTS IS WRITTEN AS FACTUAL STATEMENT RATHER THAN IN THE FIRST PERSON i.e. AVOIDING THE USE OF WORDS SUCH AS I AND MY. 
PLEASE ALSO AVOID ABBREVIATIONS WHERE POSSIBLE.

MANY THANKS!

Andrew Example
Profile

Andrew is a highly versatile individual with over 20 years experience in the Financial Services sector having worked in most aspects of review/investigative project work, from case management to Review Team management. Andrew possesses a keen analytical mind, an ability to adapt to change quickly and works to high standards in terms of quality and quantity. Andrew is able to work within a team as well as under own initiative and is used to direct client contact both written and verbally. Andrew possesses extensive communication skills and he considers his IT literacy to be above average.

Qualifications

· Full Financial Planning Certificate 1, 2 & 3   
· CeMAP
Contract Experience

Friends Provident – Banking Complaints, Team Manager 

10 November 2008 - 13 March 2009
· Management of a team of 10 involving motivation of the team to deal with the volumes of work while maintaining productivity and quality levels within agreed limits

· Arrange and deliver training where necessary

· Provide assistance and guidance on individual complaints where required

· Management of current and old work queues to clear backlog of complaints

· Check complaint files to ensure laid down quality standards are maintained

· Liaise with other managers within Abbey to seek ways to improve both productivity and quality

· Provide a full suite of MI for internal management

· Work with in-house databases and other IT systems
RBS – Marketing Department
14 August 2008 - 08 November 2008
· Re-write of Key Features Documents, prospectuses and guides in plain English within guidelines laid down by the Financial Services Authority 
· Proof-reading of printed documents before final internal sign-off
National Australia Bank – Business Reviewer0

19 March 2008- 30 July 2008
· Review of compliance of advice on all savings products including preparation of initial report, final report, decision letter and calculation of any necessary redress
· Client contact both verbally and in writing to obtain missing point of sale information considered necessary to determine suitability of the advice
· Deal with any client complaints under regulatory procedures
· Work with in-house database and other systems
Sesame (Independent Financial Advisor Network) – New Business Reviewer

03 September 2007- 10 March 2008
· Undertake compliance check of all new business advice, under Conduct of Business, Mortgage Conduct of Business and Insurance Conduct of Business, by Independent Financial Advisor members, including liaising with advisers on any remedial action
· Assist with ongoing training of Independent Financial Advisor members
· Assist in revising Network’s processes and procedures
· Work with in-house IT systems
Anderson Consulting Wealth Management – Quality Assurance Team Reviewer
02 May 2007- 25 August 2007
· Review involving 4 Workstreams: Self-Invested Personal Pension Transfer & Income Drawdown; Zero Dividend Preference Shares; specific investment Switches; all advice by specific adviser
· Quality Assurance of reviews undertaken by Review Team members to determine compliance of advice provided involving a full review of client case/advice files and subsequent preparation of comprehensive report, including working with in-house database and systems, and Quality Assurance of necessary data gathering letters
· Assist in production of Management Information and checking of new Quality Assurance Team staff work
· Supervise elements of final disclosure stage process including production of procedures and product factsheets
· Work to laid down performance targets
Previous Employed Experience

Alliance and Leicester – Financial Services Authority Review, Team Manager
01 June 2004 - 28 April 2007
· Manage a team of 19, planning and controlling staff work queues within available resources and taking controlling action where necessary, including motivating team leaders and team members to ensure compliance standards and regulatory targets are adhered to
· Design and deliver all non-calculation training relevant to the Review project
· Design and implement procedures covering all aspects from population identification to completion of redress
· Produce Methodology and Procedures Manual to satisfy regulatory requirements
· Design a full suite of Management Information systems to be presented to line and senior management and Financial Services Authority
· Prepare and submit Financial Services Authority returns
· Liaise with all departments within Royal London to ensure efficient operation of the Financial Services Authority Review and that their needs are met
· Co-ordinate and supervise three successful Financial Services Authority Supervision visits on Methodologies, Procedures and Loss Assessment standards
Royal & Crescent Alliance – Pensions Review, Team Manager
05 January 1998 - 01 May 2004
· Set up and manage of team of six to design and implement plans and procedures to audit Phase 1 Guarantee Redress case files to ensure that the files and Guarantee offers satisfy Financial Services Authority regulatory requirements
· Design and provide training covering all aspects of the project
· Quality Assurance on ongoing work
· Design and implement procedures and databases for ongoing maintenance of “Guarantees” and for their eventual crystallization
