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Job Description 
 

Job Title: Compliance Audit Manager 

Responsible 

to: 
Regulatory and Commercial Director 

Location: Weybridge, Surrey. Travel elsewhere in England required from time to time. 

Experience/ 

Qualifications: 

Essential 

 Proven track record working as a 
Compliance Audit Manager within 
a financial advisory company. 

 Level 4 financial services 
qualification 

 Good working knowledge of 
financial services advisory sales 
process gained from significant 
industry experience within, at least 
one diversified financial advisory 
company. 

 Experience of design and delivery 
of audit reviews 

 Experience of in-depth report 
writing 

 Knowledge of FCA handbook and 
principles for business. 

 Up to date with recent FCA and 
FOS precedents and standard 
industry practice. 

 Strong knowledge of products, 
across Investments, Pensions, 
Mortgages and Protection. 

 Strong understanding of TCF. 

 Experience implementing and 
embedding improvements to 
practice. 

 Balancing commercial, regulatory 
and other priorities in order to 
achieve fair outcomes for 
consumers. 

 Assessing information, probing, 
and investigating actual or 
potential anomalies. 

 Time management, and ability to 
prioritise between important and 
urgent tasks. 

 Advanced experience using 
Microsoft Office, particularly Word, 
Excel and Outlook. 

 Excellent communication skills. 

 Decision making 

 Excellent written English. 

Desirable 

 CEMAP, MAQ or equivalent 

 AF3, G60 or equivalent 

 Knowledge of Intelligent Office 

 Ability to communicate 
confidently with members of the 
Executive. 

 Seeks ownership of the 
business and therefore has a 
desire for the responsibility for 
issues of the business. 

 Experience of providing formal 
oversight of a material 
outsourcer 
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Job Summary: The post holder will work as part of a broader Compliance team with shared 
administrative support. Occasional travel will be required to offices based in 
the UK. 
 

The main areas of responsibility are: 
 
1) The pro-active identification of risks that the business may fail to meet the 

standards defined or expected by the Board and FCA. This may be by 
any reasonable means, including but not limited to those below. 

2) The delivery of an Advice Review function. 
3) Provide formal oversight, manage and maintain the relationship between 

the firm and its chosen outsourcer of file reviews. 
4) The ownership, design and delivery of a risk-based Compliance Audit 

programme including the management and supervision of thematic 
reviews. 

 

 

Main Responsibilities 

 Comply with all the FCA rules and principles requirements relevant to holding a compliance 
position within a directly regulated firm.  

 Design, maintain and Deliver a risk-based annual Compliance Monitoring Audit programme 
in accordance with the Compliance Plan.   

 Identify key underlying issues and root causes through precise, careful and unbiased 
investigations and propose appropriate risk mitigation actions. Provide well-written, succinct 
reports to the Compliance Director and Board on your findings and proposals for 
remediation 

 Ensure that a pro-active Compliance function operates that anticipates the businesses need 
for assurance, assesses risks and offers appropriate guidance. 

 Provide pro-active guidance and a robust response with regard to any identified trends 
arising from file reviews. Liaise sensitively with advisers and staff to facilitate the closure of 
failed routine monitoring file reviews.  

 Conduct past business reviews where required and provide the Compliance Director with 
progress summaries and final report.  

 Maintain data, records and files of the Compliance Team. 

 Work to help ensure achievement of the Regulator’s Conduct culture initiative is met 

 Maintain knowledge of Foster Denovo’s compliance manual, T&C scheme, operational 
procedures and related internal bulletins. 

 Maintain knowledge of the products recommended and services offered by the advisers 
being supported. 

 Manage the relationship with the outsource company to ensure the Financial Promotions 
approval function operates robustly and smoothly. 

 Manage and sign off the annual fitness and propriety assessment of all Partners and staff. 
Assess risk and provide management information. 

 Assist with collating information for internal MI and regulatory returns and notifications. 

 Assist with the updating and maintenance of internal processes and procedures from time to 
time as required. 
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Key Skills and Personal Attributes 

 Able to communicate with, and forge strong relationships with, advisers and managers at all 
levels across the business, providing an excellent, pro-active level of service. 

 Very strong decision-making skills 

 Able to design and deliver a risk-based monitoring programme 

 Proven ability to write clear and concise in-depth audit reports to the Board 

 Proven ability to analyse MI and identify areas of risk 

 Able to effectively manage workload. 

 Ability to identify compliance and conduct risks and propose mitigations to reduce those 
risks. 

 Able to operate major software applications, (e.g. Word, Excel, PowerPoint), and ability to 
pick up key software quickly 

 Able to produce reports, progress schedules and analysis. 

 Able to demonstrate deliverance of objectives within a prescribed timescale. 

 Ability to effectively plan and organise workload, meet challenging time deadlines and 
through managing multiple actions across a number of people. 

 Ability to work under pressure. 

 Hard working. 

 Committed. 

 Fairness. 
 

 

Employee Name:  

Employee Signature:  Date:  

Manager/Partner Signature:  Date:  

 


