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Job Title:  		Paraplanner
Revision Date:  	July 9, 2022
Department(s): 	Planning Department
Status: 		Non-Exempt
Reports To:  		Manager of Financial Planning
Supervises: 		N/A

Job Summary 
Under the direction of the department manager, the Paraplanner supports <<COMPANY>> Client Advisors in all aspects of the financial planning process, including the analysis and calculations needed to develop comprehensive financial plans for new clients and provide services to existing clients.

Major Responsibilities/Activities 
Meeting Preparation (40%)
· All activities necessary for meeting with prospects, new and existing clients.
· Schedule appointments.
· Maintain calendars.
· Review client circumstance.
· Prepare and assemble agendas and financial planning documents utilizing FPD processes and procedures.

Meeting Attendance (15%)
· Attend meetings with prospects, new and existing clients.
· Participate in and record meeting discussions and action items.
· Help to ensure meetings adhere to established agenda.

Meeting Follow-Up (35%)
· Summarize meeting and schedule action items in contact management software.
· Prepare follow-up letters. 
· Complete all action items utilizing FPD processes and procedures.

Training, Development and Administration (10%)
· Prepare for and attend staff and department meetings.
· Attend designated industry meetings and trainings.
· Prepare various research projects for presentation to the Financial Planning Committee as requested.
· Other duties as assigned.

Minimum Requirements 
· Bachelor’s degree.
· Completion of CFP® coursework and intention to obtain CFP® designation.
· Demonstrated financial planning knowledge.
· Advanced level computer skills; thorough knowledge of Microsoft Office imperative, familiarity with financial planning software preferred.
· Excellent oral, written and interpersonal communication skills.  
· Outstanding professional/personal references.
· Must seek training and keep up to date on the latest office programs and procedures to maintain the highest level of competency within the workplace.

Essential Mental Functions 
· Impeccable ability to maintain confidentiality.
· Exemplary planning and organizational skills; efficient multi-tasker, effective follow-up, deadline focused.
· Capacity to pick up new computer programs quickly.
· Detail-oriented with high degree of accuracy.
· Energetic, eager to learn, willing to cooperate.
· Self-motivated with ability to work independently and under direction

Essential Physical Functions 
· Ability to sit for extended periods of time working on computer.
· Ability to communicate via phone with clients and vendors.

Equipment Used 
· Constant use of computer, keyboard and mouse.
· Frequent use of telephone.
· Occasional use of office equipment, including copier, scanner, fax, shredder.

Additional Comments 
· This is a back office/support position; no new business generation responsibilities are involved.   
· Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time.
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