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ROLE DESCRIPTION 

	Job Title:
	Sales Arranger

	Division:
	Age Scotland Enterprises


	Location:
	Edinburgh (office based)


	Contractual Status of Role:


	Permanent 

	Hours:


	35 hours per week, 
Monday to Friday (9am – 5pm)

	Job Title of Line Manager:
	Supervisor Scotland


	Job Titles and number of any direct reports 
	N/A 

	Salary


	£17,250 per annum

	Job Purpose:
	To provide Age Scotland Enterprise customers with information on a range of products and services including Car, Travel, Home Insurance and Funeral Plans. This would include existing and potential new customers. Handling client monies.  

	Main Responsibilities/Deliverables:


	· Introducing Age UK Products and Services to customers both face to face and over the telephone

· Remain competent at all times, by having quarterly observations.
· Adhere to the Age UK Enterprises regulated products sales process.
· Accurately complete all administration and documentation in accordance with the Age UK Enterprises procedures 
· Adhere to service standards.

· Provide product information and quotations to customers. 
· Receive renewal premiums, bank customer’s money, follow Company rules on banking procedures.
· Abide by the Codes of Conduct, Rules and Guidelines as issued by Age UK Enterprises.

· Undertake personal development as agreed between the role holder and their supervisor. 
· Prepare for and attend external events on behalf of Age Scotland Enterprises. 
· There is a requirement to sit and pass Annual Regulatory tests to obtain and retain your licence to trade in this role on the following: Regulation, Money Laundering, Complaints, data protection and Banking, Treating customers fairly and Product Knowledge. Training will be provided.

· Accurate management of telephony system.
  

	Knowledge
	Ideally but not a requirement as training will be provided:

· Data Protection and Data Security 

· Financial Crime 

· Complaints Procedures

· FCA requirements (including the principles of Treating Customers fairly) and an overview of regulation.
Further training will be provided once in post to cover 
· Age UK Enterprises internal procedures.

· Training & Competence Scheme

· Products Training 
Other:

· Good organisation & planning skills

· Ability to organise own workload

· Ability to work effectively on own or as part of a team

· Ability to build relationships with internal and external contacts

· Maintaining and updating databases

· Computer experience in Excel/Microsoft
· Main condition of the role is there is a requirement to sit and pass Annual Regulatory tests i.e. Regulation, Money Laundering, Complaints, data protection and Banking, Treating customers fairly and Product Knowledge. Training will be provided.

	Qualifications
	Good secondary education or relevant work experience

 

	Additional Requirements:
	· Good Team player

· Flexibility, integrity and an appreciation of confidentiality.

· Adaptable with the ability to react to urgent matters as they arise.

· Commitment to Equal Opportunities.

· Commitment to work alongside and support volunteers.

· Ability to travel with occasional overnight stays, should that be required for training and business needs
· Employees are expected to undertake any and all other reasonable and related tasks allocated by their line manager.
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