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Job Description 
 

Job Title: Project Manager 

Responsible to: Project Team Manager 

Location: Weybridge or London (regular travel required between both offices) 

Experience/ 
Qualifications: 

Essential 

 Previous experience of 
delivering an exceptional 
client experience within an 
Employee Benefits or 
Project Management role. 

 Project Management 
experience.  

 Excellent organisation and 
prioritisation skills, with the 
ability to handle multiple 
tasks, work to tight 
deadlines and stay focused 
under pressure. 

 Excellent verbal and written 
communication skills. 

 Proven track record of 
communicating efficiently 
and effectively to clients 
and internal stakeholders. 

 Team player but must be 
able to work independently 
and collaboratively with 
different teams to deliver an 
exceptional client 
experience. 

 Solutions oriented – self 
motivated and able to work 
on own initiative. 

 Proactive approach to 
workload with exceptional 
attention to detail. 

 Ability to follow processes 
and to offer advice on 
where processes could be 
improved. 

 Excellent knowledge of 
Microsoft Office packages 
including Word, Excel, 
PowerPoint and Outlook. 

 Commitment to pass Foster 
Dennovo’s basic financial 
industry exam within 3 
months of employment 
(internal exam). 

Desirable 

 Previous client facing 
experience 

 Prince II or Agile qualified 

 Experience of working in the 
corporate market and a good 
knowledge of salary sacrifice 
and automatic enrolment  

 Diploma in Financial 
Planning 

 Experience of working with 
Intelligent Office and Voyant. 

 Previous experience with 
InfusionSoft 

 Experience of providing an 
outstanding service to SME’s 

 Experience of collating, 
assembling and analysing 
data  
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Job Summary: Working within the corporate client projects team this client facing 
role will be responsible for managing the onboarding of new clients 
or introducing new services to existing clients, ensuring a positive 
client experience throughout.   
 
He / she will lead on projects, will be the main point of contact and 
responsible for the success of each project. He / she will be 
responsible for delivering a number of projects simultaneously from 
conception to delivery.  
 
This includes understanding the client and Partner requirements, 
priorities and budget and delivering against these, planning each 
phase,  analysing the progress of each project, co-ordinating and 
briefing other departments involved in the project ensuring they are 
aware of their role,  and dealing with any risks or issues. 
 
This role requires strong Project Management skills and the ability 
to apply this knowledge to any project.  
 
Excellent communication with all stakeholders of the project 
(internal and external) is key to the success of this role.   
 

 

Main Responsibilities 

 Run successful projects to support the Partners in winning new clients and 
increasing the value to and from existing clients 

 Be proactively involved in delivering a consistently high quality of service within our 
agreed process and service standards. 

 Assist in monitoring the quality of outputs particularly relating to any client facing 
documents or communications. 

 Maintain good communication between the key stakeholders of each project to 
ensure all relevant parties understand their role, the status and progress of work. 

 Deal with any issues raised in a prompt, polite and professional manner at all 
times. Work with providers to improve their levels of service where appropriate 

 Follow the handover process so that we can deliver good outcomes for Partner’s 
and their Clients in the most efficient way.   

 Proactively obtain feedback from Partners and Clients assisting the Project Team 
Manager to ensure that the team continue to develop and delight clients.  

 To have a good understanding of the advice process, Foster Denovo’s systems 
and processes and the regulatory requirements imposed by the FCA, and ensure 
these are reflected in the tasks performed. 

 Ability to think laterally, challenge current process, and find ways to improve the 
service. 

 Participate in training – which could involve the Training Department, F2F training, 
or group presentations.   

 Keep up to date with FD compliance policies and procedures to ensure that 
services are delivered in a professional manner 

 To undertake any other duties commensurate with skills and experience; as a 
growing business the employee must be willing and able to adapt to different 
situations and be prepared to assist with any necessary tasks as benefits the 
business. 
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 Able to delegate whilst retaining accountability 

 Able to consistently deliver projects on time and within budget 

 To participate in appropriate company and departmental training, competence and 
development initiatives. 

 To continuously meet, the regulator’s Fit & Proper requirements. 
 

 

Key Skills and Personal Attributes 

 Able to juggle priorities 

 Able to disseminate complex information in a concise and clear manner.  

 Ability to multi-task and manage several projects simultaneously 

 Ability to adapt style to suit client 

 Exceptional attention to detail 

 Broad understanding of Financial Services, including Employee Benefits and 
Individual advice.  

 Personable 

 Conscientious  

 Excellent written and verbal communication skills 

 Good understanding of the Pensions Reform Act  

 Able to communicate effectively with multiple teams, to ensure good client 
outcomes & efficiencies.  

 A positive, friendly, service orientated person with a ‘can do’ attitude and the drive 
to deliver a first class level of service. 

 Strong interpersonal and communication skills. 

 Problem solving and multi-tasking skills and the ability to work under pressure. 

 Honesty, integrity and ability to maintain confidentiality are key attributes. 

 Hard working and responsive to the need to deliver a high quality service.  

 Solutions orientated, self-motivated and able to work on own initiative. 
 

Employee Name:  

Employee Signature:  Date:  

Manager/Partner Signature:  Date:  
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