Person Specification 
        Client Relationship Manager  

	REQUIREMENT
	Method of assessment if not by interview

	Skills & Abilities

Essential

1. Able to build and maintain effective client relationships.
2. Excellent verbal communication skills, including the ability to make presentations to clients 

3. Excellent written communication skills, including the ability to write papers for clients

4. Ability to understand and analyse the objectives, constraints and motivations influencing a potential client and provide good (non-financial) advice or information to assist them in making decisions

5. Able to recognise and build on sales and development opportunities

6. Ability to prioritise own workload, meet agreed deadlines and ensure that actions agreed upon are completed while coping with a significant level of interruptions

7. Ability to work on own while referring appropriate matters to line manager and/or  others 
8. Ability to pull together a complex and changing service using our bespoke software and spreadsheets based on the work of colleagues including aspects of quality control and good client communication 

9. Numeracy including straightforward statistical analysis  
10. High level of IT literacy including the use of word processing, spreadsheets, database software, presentation software and the web. Particularly able with MS Excel spreadsheets.
11.     Able to provide software and research training.
Desirable

1. Fluent spoken and written Japanese.
	Presenta-tion
Verbal reasoning test
Sales assessment
Excel-based 

assessment

Numerical reasoning test


	Knowledge
Essential

1. Knowledge of the principles of client care and how to build successful client relationships 
Desirable

1. Aware of financial industry structure, processes, products and stakeholders
2. Knowledge of and interest in the UK retail fund and pension markets
3. Understanding of socially responsible investment (SRI), and of some of the current issues in the field.
	

	Experience

Essential

1. Experience of work in a client-facing role in a research, finance, charity or NGO or other relevant environment.  

2. Experience of providing clients with complex consulting and/or research solutions.
3. Experience of working with and manipulating complex spreadsheets
4. Experience of making presentations to professional audiences.

5. Experience of work in a business to business sales environment.

Desirable

1. Experience of training others in the use of computer software


	

	Education

Essential
1. You will have a degree in a relevant subject (UK BA or BSc 2:2 equivalent).


	

	Attitudes & Interests

Essential

1. Sensitive to client needs.

2. Professional approach to dealing with customers.

3. A belief in the importance of helping investors to give greater priority to environmental, social, governance or ethical considerations in their investment decisions.
4. Comfortable working for days at a time on complex Excel spreadsheets when necessary.
5. Ready to contribute fully as a member of the Client services Team.
6. Ready to work late on occasions in order to meet client demand.

7. Understands and is committed to equal opportunities.
8. Flexible approach, adaptable to change and willing to take on and learn new tasks.
9. Ready to accept restrictions on the ability to take holiday in February, August and October so as to be able to meet client requirements, in return for the ability to carry forward holiday and take it at other times of the year.
10. Likely to gain job satisfaction from the role.
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