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Compliance Administrator
	Job Description and Person Specification	

REPORTING TO:		Head of Compliance
LOCATION: 			Mercedes-Benz Bolton/Hybrid
HOURS:			40 hours per week

The Role
We are seeking a Compliance Administrator to join Marshall Motor Group. Offered on a full-time, permanent basis, this role reports to our Head of Compliance.
We can offer a fantastic range of benefits in an environment, that offers career development where you will be given autonomy, support and a platform to succeed. These include:
25 days annual leave (not including Bank Holidays) increasing with length of service	Comment by Chandni Desai: Chloe, please can you check this is correct?
· Colleague referral fee up to £2,000
· Discounted Car Purchase Scheme & Colleague Car Benefit Offers
· Discounted Service / Parts / Bodyshop services
· Training and Continual Self-Development
· Free Eye Care Vouchers
· Cycle To Work Scheme
· Pension Scheme
· Employee wellbeing services
· Free life assurance equivalent to twice your salary
· Loyalty, Above & Beyond and Long Service Awards
· Discounted Shopping Portal
 Knowledge
· Knowledge of FCA regulatory requirements (particularly CONC and DISP) pertaining to the sale of consumer finance and/or general insurance
· Knowledge of Consumer Duty is desirable
· A working understanding of the regulatory framework
Required skillset for this role
· IT literate with the ability to organise and analyse high volumes of data
· Very organised with good time management skills
· Positive, can-do attitude with pragmatic approach
· Excellent communication skills (listening, empathy and business partnering)
· Excellent written communication skills
· Excellent attention to detail and accurate
· Ability to produce high quality reports 
· Self-motivated, ability to handle and prioritise own workload
· Ability to promote a positive compliance culture
· Problem solving and analytical skills
Experience required
· Experience of working in an FCA regulated financial services business
· Experience of working in a retail environment – preferably the motor trade
· Experience of working in an administrative role
Day to Day Duties & Responsibilities
· Coordinate Compliance meetings including agendas, minutes and action logs, not limited to but including Retail Compliance Committee and SMCR interviews
· Supporting the Compliance Team with the maintenance of compliance records, registers and documentation
· Support the Compliance Team with the management of the team’s mailbox
· Administration of recurring monitoring tasks such as completing Deal File Reviews, Mystery Shopping and Competency Assessments
· Complete Compliance Store Assessments
· Assist with the handling of Complaints, including investigations and complaint responses in line with FCA DISP 
· Provide guidance and feedback to the business on Compliance related matters
· Escalate potential breaches or incidents of poor customer outcomes to Head of Compliance 
· Support with Training and Competence administration, including tracking completion and updating learning modules
· Other duties commensurate with the position
 
We operate 159 franchise dealerships representing 25 manufacturer car, van, truck and bike brands across 37 counties in England and Wales.	Comment by Chandni Desai: Chloe - I think this may need updating now too
We are part of the Constellation Automotive Group which is the largest vertically integrated digital used car marketplace in Europe giving you peace of mind and transparency that you are dealing directly with a trusted company.
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