JOB FAMILIES
SENIOR EXECUTIVE

ACTUARIAL

UNDERWRITING
SUPERANNUATION

CLIENT SERVICES

SALES & MARKETING
FINANCE & ADMINISTRATION
INFORMATION TECHNOLOGY
HUMAN RESOURCES




JOB SECTION: SENIOR EXECUTIVE

200 Chief Executive Officer

500 Chief Operating Officer (COO)

300 General Manager (Multi-Function)
400 General Manager (Single-Function)
1000 Sales & Marketing Director

1700 Customer Support/Service Director
3000 Finance Director/Chief Financial Officer
3650 Chief Legal Counsel

4000 Human Resources Director

5000 Head Of Life

6000 Head Of Superannuation

6500 Chief Investment Officer




Hewitt
CSi

LIFE INSURANCE & SUPERANNUATION INDUSTRIES SALARIES & BENEFITS SURVEY MARCH 2010

POSITION DESCRIPTION
Position Title: Chief Executive Officer
Position Code: 200

Responsible for
Achieving corporate objectives, and effectively managing a company or a group of companies. Ensuring that agreed strategies are
implemented. Accountable under the Corporations Act for the statutory compliance of all business activities of the company.

Reports To
Board of Directors (and Shareholders) or Overseas Principals.

Supervises
Directors, Divisional and Functional Managers.
Main Activities

= Submitting business forecasts and budgets for the consideration of the Board, and recommending major policy changes
and developments

= Monitoring and directing overall operations to achieve revenue and expense budgets and the satisfactory performance of
the various profit centres across the organisation.

= Directing the preparation, communication, and execution of operating objectives, plans and programs.
= Negotiating major deals and financial arrangements, loan terms etc..

= Directing and motivating the executive team in the achievement of agreed goals and standards.

= Acting as the chief spokesperson for the organisation.

Key Skills

= Sound leadership skills and a proven record of successful staff management. Must be an effective manager by exception.

Internal Contacts
Functional and Divisional Managers, and all subordinate staff. Fellow Directors on board/policy making management team

External Contacts

Industry associations, company bankers, other financial institutions both local and overseas, Federal and State Government officials,
major customers/clients, shareholders, major suppliers, legal firms, and the media.

Typical Experience

Over 15 years general experience in all aspects of management at a senior level including functional areas such as Administration,
HR, Marketing and Finance and coordination of multi-functional activities. Tertiary qualifications and management training.
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POSITION DESCRIPTION

Position Title: Chief Operating Officer (COO)
Position Code: 500
Career Level: 7

Responsible for
Directing and managing all operational activities of the organisation and ensuring the implementation of overall organisational
strategy.

Reports To
Chief Executive Officer/Managing Director.

Supervises
All Operational Managers/General Managers and Staff working within the operational functions of the organisation.

Main Activities
= Providing strategic direction, leading, managing and directing all operational activities of the organisation.
= Accountability for the overall profitability of the operational activities of the organisation.

= Ensuring all corporate and business unit strategies and plans are aligned, reviewed and successfully implemented - taking
remedial action where necessary.

= Building relationships between the operations and support divisions and ensuring the business units receive adequate
operational support.

= Providing support and assistance to the CEO on corporate and group issues where required.

= Communicating with the CEO to ensure he/she remains fully informed of all significant operating issues.
= Acting, as required or in in the absence of the CEO, as the chief spokesperson for the organisation.

= Directing and motivating subordinate managers to achieve agreed targets.

= Managing and motivating all divisional employees.

Key Skills
= Proven management experience at a senior level.
= Financial management/reporting and analysis skills.
= Strategic planning and resource management skills.
= Strong leadership and motivational ability.

Internal Contacts
Functional and Divisional Managers and all Subordinate Staff, Board of Directors, Other Members of the Executive and Senior
Management Teams, Corporate Support Functions, all Levels of Employees.

External Contacts
Major Suppliers and Clients/Customers, Government Departments and Authorities, Legal Advisers, Auditors, and the Media (where
necessary).

Typical Experience
At least 10 - 12 years relevant management and operational experience coupled with tertiary level qualifications.
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POSITION DESCRIPTION

Position Title: General Manager (Multi-Function)
Position Code: 300

Career Level: 7

Responsible for

Managing a variety of divergent functional activities or branches operating separately as autonomous profit centres under policy
control. People performing this role have multi functional responsibilities and are responsible for implementing strategy within these
particular areas of responsibility.

Reports To
Chief Executive Officer/Managing Director or Chief Operating Officer.

Supervises
Those managers and staff working within the multi functional areas/branches this role has responsibility for.

Main Activities

= Participating as a member of the senior management/strategic team formulating Company policy and approving major
management changes.

= Accountability for the overall financial performance of the multi functions/branches and the achievement of associated
revenue and expense budgets.

= Ensuring that multi functional/branch performance complies with senior management directives and statutory regulations.
= Directing and motivating subordinate managers to achieve agreed targets.
= Managing and motivating all divisional personnel.
= Participating in the negotiation of major sales deals within broad policy guidelines - as required.
= Acting as the chief spokesperson for the organisation in relation to the multi functions/branches or responsibility - as
required.
Key Skills
= Has sound administrative skills and a proven record of successful staff management.
= Proven management experience at a senior level, must be an effective manager by exception.
= Strong leadership and motivational ability.

Internal Contacts
Sales and Marketing Staff, Customer Service and Product Development Staff, Accounts and Administration Staff.

External Contacts
Major Suppliers, Clients/Customers, Industry Associations.

Typical Experience
At least 12 - 15 years experience in all aspects of operation coupled with tertiary level qualifications related to the industry. Formal
management training desirable.

Other Comments
If a person has responsibility for ALL operational activities of the organisation, please match them to position code 250 - Chief
Operating Officer. Alternative Titles: General Manager - Subsidiary Operations, Head of a Major Profit Centre.
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POSITION DESCRIPTION

Position Title: General Manager (Single-Function)
Position Code: 400
Career Level: 7

Responsible for
Managing a variety of divergent activities within a particular organisational function or single branch. May be physically isolated from
Head Office and/or operate as an autonomous profit centre.

Reports To
Chief Executive Officer/Managing Director of Chief Operating Officer.

Supervises
Those managers and staff working within the functional area this role has particular responsibility for.

Main Activities

= Coordinating and participating in the compilation of budgets and forecasts, and presenting them to higher management for
approval.

= Working to achieve agreed revenue to expense budgets with accountability for the overall financial performance of the
functional area this role has particular responsibility for.

= Managing various operations within a division within the policies and guidelines established by executive management.
= Participating as a member of the senior management team.

= Managing and motivating all divisional personnel.

= Participating in the negotiation of major sales deals within broad policy guidelines - if required.

Key Skills
= Sound administrative skills and a proven record of successful staff management.
= Proven management experience at a senior level, must be an effective manager by exception.
= Strong leadership and motivational ability.

Internal Contacts
Sales and Marketing Staff, Customer Service and Product Development Staff, Accounts and Administration Staff.

External Contacts
Major Suppliers and Clients/Customers, Industry Associations.

Typical Experience
At least 10 - 12 years experience relevant to the particular area of responsibility coupled with tertiary level qualifications related to the
industry. Formal management training desirable.

Other Comments
Regional General Manager; may also be called a "Line of Business" Manager.
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POSITION DESCRIPTION

Position Title: Sales & Marketing Director
Position Code: 1000

Career Level: 7

Responsible for
Establishing and controlling national sales and marketing strategies to achieve market share, and sales and profit targets.

Reports To
Chief Executive/Managing Director.

Supervises
A national sales force and a specialist marketing team.

Main Activities
= Formulating national sales and marketing policies and thereby making major contributions to organisational :
= * Revenue
= Profit projections
= Short and Long Term Plans
= Implementing and monitoring the progress of marketing plans and advertising campaigns.
= Monitoring sales performance and selling expenses, and initiating corrective action where necessary.
= Negotiating major deals and maintaining key customer contacts at senior levels.
= Coordinating market research and market intelligence data.
= Determining pricing and volume discount policies.

Key Skills

= Professional marketing skills. Detailed knowledge of technological developments and trends. The role requires strong
motivational and persuasive skills, coupled with good planning and administrative abilities. Negotiating skills are also
important.

Internal Contacts
Sales and Marketing Executives and Specialists, State or Branch Managers, Finance and Accounting, Systems and Software
Development.

External Contacts
Major Customers, the Media, Market Research Firms, Public Relations Firms, Distributors Federal and State Government Officials.

Typical Experience
At least 15 years of related sales/marketing experience. Typically has tertiary qualifications.

Other Comments
The role combines professional marketing skills and sales management skills on a national level.
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POSITION DESCRIPTION

Position Title: Customer Support/Service Director
Position Code: 1700

Career Level: 6

Responsible for
Controlling Customer Support activities nationally, to achieve customer service and expense control objectives.

Reports To
Chief Executive/Managing Director.

Supervises
Support Managers, Account Managers and Product/Customer Support Specialists.

Main Activities
= Establishing national plans and strategies for developing cost effective client support.
= Coordinating post sales support on a national basis.
= Organisation and monitoring the performance of support operations nationally and project installation services.
= Establishing and controlling stocks of parts and service equipment.
= Preparing and updating national customer service budgets, and regularly reporting on performance against targets.
= Preparing support budgets and projections.
= Recruiting and training Product Specialists.
= Liaising with Manufacturing/R&D in design support, product improvements and design changes.
= Ensuring profitability of service and cost control.

Key Skills
= A strong technical background and detailed product knowledge combined with organising and control abilities. Needs top
skills in customer liaison and handling of product application difficulties which adversely affect clients' operations.

Internal Contacts
State or Regional Sales and Marketing Management, Operations and Logistics Managers, Manufacturing/R&D.

External Contacts
Customers at all levels, Prospects, Distributors, Parts Suppliers, and Sub-Contractors.

Typical Experience
A least 12 years of experience in customer service and extensive technical training and product servicing experience.

Other Comments
The role has important client liaison elements, based on technical appreciation of the customer's requirements and problems.
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POSITION DESCRIPTION

Position Title: Finance Director/Chief Financial Officer
Position Code: 3000
Career Level: 7

Responsible for
Establishing and controlling the financial systems and administrative services of the Company, and providing financial information to
Chief Executive and Directors

Reports To
Chief Executive/Managing Director.

Supervises
Finance, Accounting, and Administration staff.

Main Activities

= Directing the establishment of Financial/Accounting principles, procedures and practices in the organisation, in line with
legal and corporate requirements.

= Collecting, analysing and providing accurate and timely financial reports and forecasts for the whole organisation so as to
provide a clear insight into its financial condition.

= Advising on the financial implications of management decisions, and establishing the financial soundness of proposed
acquisitions and divestment of assets or businesses.

= Ensuring that the profits of the organisation are protected through the establishment of effective financial controls;
implementing and maintaining appropriate management accounting and reporting systems, budgetary controls and
expenditure procedures.

= Implementing policies to ensure the security of funds and assets, guiding the lodgement of tax and other returns to comply
with all statutory requirements, and administering insurance cover and claims.
Key Skills

= Requires formal qualifications (AASA/ACA) and considerable practical experience in financial planning, reporting and
control.

= Sound knowledge of international exchange transactions and import/export activities. The ability to organise and control
major accounting systems is also required.

Internal Contacts
Functional Management, Company Secretary, Internal Audit, IT Manager.

External Contacts
Financial Institutions, Major Customers & Suppliers, External Auditors, Investment Advisers.

Typical Experience
At least 15 years practical experience in addition to tertiary qualifications.

Other Comments
The role administers and directs to meet statutory and corporate reporting requirements. The detail is largely delegated.
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POSITION DESCRIPTION

Position Title: Chief Legal Counsel
Position Code: 3650

Career Level: 6

Responsible for
Advising senior management on their individual and corporate legal obligations and rights so as to protect the company's interests.

Reports To
Chief Executive/Managing Director.

Supervises
Legal Officers.

Main Activities

= Ensuring that all legislation affecting the organisation is researched, and that comments are passed on to relevant
managers.

= Ensuring Senior Managers and the Board of Directors are informed about new or proposed legislation which may affect the
organisation’s activities.

= May appear in court to represent the organisation and brief counsel on legal matters, ensuring that the organisation is
effectively represented in any legal action taken against it.

= Acting on behalf of the organisation in major property conveyancing transactions

= Preparing and authorising security documents in major loans.

= Advising staff on relevant procedures in non-routine security

= Liaising with Government officials on matters which affect the organisation’s present and future activities.

= Controlling all the organisation’s share transactions.

= Ensuring that the company operates fully within the law at all times, but with special reference to its methods of business, its
contractual relations, and its process of negotiation.

Key Skills

= Excellent communications skills.

= Ability to interpret legal requirements which apply to relevant business operations.

= General managerial experience.

Internal Contacts
Regulatory Affairs Manager, all Divisional and Functional Managers.

External Contacts
External solicitors and appraisers, Corporate Affairs Department.

Typical Experience
A legal degree and registered as a Solicitor with at least 8 to 10 years experience in legal aspects.

Other Comments
Chief Manager - Legal Affairs or Group Counsel
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POSITION DESCRIPTION

Position Title: Human Resources Director
Position Code: 4000

Career Level: 7

Responsible for
Ensuring the most effective utilisation of the organisation’s staff resources

Reports To
Chief Executive/Managing Director.

Supervises
Divisional head for each function e.g.. recruitment, remuneration, training and development.

Main Activities

= Developing the Human Resources contribution to the company's strategic planning so that its long term people needs are
identified and accommodated within its business plans and management decisions

= Developing, submitting for approval, and managing the implementation of Human Resource policies throughout the
organisation which respond to legal requirements and minimise disruption, penalties and adverse publicity.

= Ensuring that all skills requirements within the organisation are met through ongoing workforce planning, staff development
programs and external recruitment.

= Ensuring all staff administration records are effectively maintained, often using computer based techniques.
= Ensuring staff reward practices take account of varying performance levels, internal equity and external salary market rates.
= Assisting management in achieving harmonious working relations with all staff thereby minimising time lost through
industrial disputes.
Key Skills
= Sound negotiating skills and strong interpersonal skills. Thorough knowledge of Government legislation.

Internal Contacts
Chief Executive Officer and all Functional and Divisional Managers.

External Contacts
Specialist consultancies, Legal Advisers, Financial Institutions, Union delegates.

Typical Experience
Tertiary level qualifications with at least 12 years of experience in all aspects of Human Resources Management. Member of the
A.H.R.L

Other Comments
General Manager - Human Resources, Personnel Director.
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POSITION DESCRIPTION

Position Title: Head Of Life
Position Code: 5000
Career Level: 6

Responsible for
Managing and developing the organisation's Life Risk business.

Reports To
General Manager, CEO.

Supervises
Product Manager, Underwriting Manager, Claims Manager.

Main Activities

Key Skills

Developing and maintaining Life Risk Products.

Improving product profitability and increasing market share.

Marketing and promoting Life Risk products, including direct marketing.

Determining sales budgets and agreeing on sales strategies with the Head of Sales.
P&L responsibility for Life Risk products.

Developing retention strategies. Developing and maintaining product documentation.

Determining underwriting and claims policies. Agreeing on operating processes and standards with the Head of Customer
Service.

Ensuring product compliance and disclosure. Educating and supporting customer service administration, the corporate call
centre and BDM's.

Managing relationships with re-insurers and other external providers for Life Risk.
Managing dealer group relations, product research and accreditation.

Outstanding written and verbal communications skills.

Understanding of the legal framework surrounding insurance contracts and the confidentiality of personal and/or medical
information.

Detailed knowledge of the Life Risk market.
Strong understanding of various distribution channels within the financial services industry.
In-depth understanding of consumer behaviour.

Internal Contacts
Head of Sales, Head of Investment Management & Life Customer Services, Corporate Call Centre Manager, Life Risk Business
Development Managers, Life Risk Actuary.

External Contacts
Financial intermediaries, General Insurance brokers, Direct customers, Alliances, Reinsurers, Industry Associations and regulators.

Typical Experience
Extensive experience in management in a major financial services group.
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POSITION DESCRIPTION

Position Title: Head Of Superannuation
Position Code: 6000
Career Level: 6

Responsible for

Ensuring delivery of effective administrative support to advisers, investors, employers, members and policyholders to an agreed
standard and within agreed expenditure levels, to support the achievement of the organisation's growth, profit objectives and overall
business strategy for the Superannuation products offered.

Reports To
General Manager, CEO.

Supervises
Product Managers, Business Development & Relationship Managers.

Main Activities

= Managing the budgets of products within the superannuation business unit to ensure the achievement of the business unit's
financial goals.

= Developing strategy and undertaking the management for continued growth of the superannuation business unit.

= Ensuring products within the business unit each have unique selling propositions and are priced appropriately to the market.
Ensuring products are managed profitably and have adequate systems and operational support.

= Increasing product sales and retention, gaining a greater breadth of distribution.

= Managing business requirements to ensure all products within the business unit retain their complying status in accordance
with the Trustee Office, Board, Management and Regulator requirements.

= Managing outsourced entities to ensure they remain expert, appropriate, cost effective and demonstrate a commitment to
best practice in their particular field of expertise.

= Ensuring established service standards are consistently exceeded for call management, new business, allocation of
member contributions, alterations and exit processing.

= Developing the service capability of the business unit by the ongoing identification and development of leaders, review and
improvement of business processes and technical development of staff.

= Actively contributing to the development and implementation of a recommended strategy for the long term administration of
superannuation products.

Key Skills
= Knowledge of financial services industry with extensive superannuation expertise.
= Knowledge of legislative environment in which platforms operate.
= Knowledge of superannuation fund administration processes.
= PS146 compliant.

Internal Contacts

Trustee Office and Board, Adviser Services, Retail and Wholesale, Sales, Customer Services, Planning, Human Resources,
Investments, Finance, IT, Marketing, General Insurance, Information Services, Internal Audit, Legal, Compliance and Risk
Management.

External Contacts

External administrators, Employer organisations, industry bodies and other service providers including product distributors,
Australian Securities and Investment Commission (ASIC), Australian Prudential Regulation Authority (APRA), Australian Taxation
Office (ATO), External Auditors.

Typical Experience

Several years of commercial experience of running master trust superannuation funds including Board and senior management
experience. Adequate experience and training to comply with ASIC’s Responsible Officer requirements. Tertiary qualifications at a
minimum level to support authorisations listed in each product’s Australian Financial Services Licence and outlined in ASIC'’s
PS164.104C.
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POSITION DESCRIPTION

Position Title: Chief Investment Officer
Position Code: 6500

Career Level: 6

Responsible for
Managing assets and liabilities of the organisation to attain the best profitability and investment returns.

Reports To
Chief Executive Officer.

Supervises
Economists, Investment Managers.

Main Activities
= Determining and maintaining an effective funds management plan and philosophy for the organisation.
= Preparing and communicating investment plans, targets and forecasts to management.
= Determining and maintaining effective operating procedures for managing funds within the organisation.
= Managing the professional development of employees within business unit.
= Participating as a senior member of an Investment Committee to work towards the most profitable management of funds.
= Investigating new opportunities/areas of operation within the market to improve generation of investment income.

Key Skills
» Excellent communication skills, both written and verbal.
= Strong strategic planning skills.
= Strong people management skills.
= Well developed numeric and financial analysis skills.

Internal Contacts
Economists, investment managers, senior management.

External Contacts
Money market institutions, stock brokers, external economical analysts, various Federal and State Government departments.

Typical Experience
Tertiary qualifications in business or finance, often to post-graduate level. May have SIA qualification. At least 15 years of funds
management experience.

Other Comments
Alternative Titles: Treasurer, General Manager - Funds Management.
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101
120
115

110
105
140
130

127

Management:

Chief Actuary
Senior Actuarial Manager

Actuarial Manager

Actuarial:
Actuary - Qualified

Actuary - Newly Qualified
Senior Actuarial Student
Actuarial Student
Product:

Product Actuary
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POSITION DESCRIPTION

Position Title: Chief Actuary
Position Code: 101

Career Level: 6

Responsible for
The financial management and reporting of the business at the highest level, including the statutory responsibilities of the Appointed
Actuary role.

Reports To
Chief Financial Officer

Supervises
Actuarial Team

Main Activities

Key Skills

Providing technical actuarial leadership, development and management. Initiating and directing investigations / research /
analysis, delivery of quality financial information / insights and setting best estimate assumptions future projections, and for
support of strategic and operational planning.

Ensuring statutory reporting and financial management responsibilities of Appointed Actuary are met, as required under
financial services legislation and in line with the requirements of the Institute of Actuaries of Australia professional
standards.

Ensuring accurate internal management reporting, as to enable senior management to understand the critical business
indicators and as a base for all decision making.

Reporting to external investors with significant level of disclosure.

Developing a financial risk management framework and optimisation of capital employed; alternative forms of capital
investigated and implemented.

Providing financial strategies and the identification of new opportunities for profit improvement and business growth.
Signing off on product pricing and product development.
Representing the company in all negotiations of major actuarial significance.

Experience at dealing with a Board and being a key advisor to the Board
Experience at dealing with and representing the best interests and rights of both policy holders and shareholders

Superior knowledge of Actuarial aspects of Life Insurance Act 1995, APRA Prudential Rules, and all related statutory rules
and regulations.

Superior technical capability / knowledge of embedded values including the application of market best practice
methodologies across the business.

Superior technical capability / knowledge of Australian Actuarial reporting standards and valuation practice.
Proven leadership and motivational abilities
The ability to think strategically, innovatively and laterally

Internal Contacts
CEO, Board Members, Chief Financial Officer, Business Unit Leaders

External Contacts
APRA, Treasury, Investors

Typical Experience
FIAA/FIA with at least 15 years post qualification experience in a broad range of roles.

Other Comments
Alternative Title: Appointed Actuary
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POSITION DESCRIPTION

Position Title: Senior Actuarial Manager
Position Code: 120
Career Level: 6

Responsible for
Managing the department, developing actuarial strategies, monitoring financial solvency and providing a framework for financial and
marketing programs to assist in the development of new business.

Reports To
Underwriting Executive, General Manager.

Supervises
Actuarial Managers.

Main Activities

= Assisting in the development of strategy and business direction by contributing to financial planning by forecasting revenue
and by determining levels of provisions and reserves sufficient to meet future liabilities.

= Determining the actuarial bases and principles of all actuarial investigations, analysis and costing.
= Designing, developing and maintaining an on-going mathematical and statistical research facility.

= Directing and developing subordinate Actuaries, Managers and Research Staff, and ensuring all divisional personnel fully
understand their accountabilities and are trained to achieve them.

= Providing actuarial counsel and advice to Senior Management.
= Maintaining a dialogue with State and Federal Government Authorities, Institutions and Associations.
= Representing the company in all negotiations of major actuarial significance.

= Ensuring data processing facilities and computer modelling techniques are effectively utilised to facilitate efficient actuarial
research programs.

= Ensuring the organisation complies with statutory obligations by the timely preparation and submission of returns and
reports requiring actuarial authorisation or approval.

= May act as an individual specialist setting direction for operations which are not directly supervised.

Key Skills
= Extensive knowledge of existing products, future strategies, competitor products and the insurance industry.
= Ability to undertake major analysis of business requirements at the strategic level.
= Demonstrated management skills and influential interpersonal skills.
= Ability to present proposals at a strategic level and to meet client targets.

Internal Contacts
Actuarial Department, Management in Marketing, Finance & Administration, Underwriting.

External Contacts
Actuaries in other organisations, Institute of Actuaries Australia.

Typical Experience
At least 9 - 10 years insurance experience together with Degree qualification and 3 - 4 years graduate study and fellowship with the
Institute of Actuaries Australia (FIAA). Has personal credibility outside the organisation.
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POSITION DESCRIPTION

Position Title: Actuarial Manager
Position Code: 115

Career Level: 5

Responsible for
Managing the department, developing actuarial strategies, monitoring financial solvency and providing a framework for financial and
marketing programs to assist in the development of new business.

Reports To
Senior Actuarial Manager.

Supervises
Actuaries.

Main Activities

= Assisting in the development of strategy and business direction by contributing to financial planning by forecasting revenue
and by determining levels of provisions and reserves sufficient to meet future liabilities.

= Contributing to the long term growth and stability of the organisation by advising, testing and recommending new and
modified contracts.

= Developing the actuarial bases and principles for actuarial investigations, analysis and costing in conjunction with the Senior
Actuarial Manager.

= Undertaking mathematical and statistical research and utilising data processing facilities and computer modelling
techniques to facilitate actuarial research programs.

= Conferring with State and Federal Government Authorities, Institutions and Associations and ensuring the submission of
statutory statistical returns and reports.

= Liaising with the marketing department in assessing the feasibility of new products.
= Signing off on reports drafted by Staff.
= Managing the project team and client relationship.

= Performing appraisals of direct reports, providing career development and providing peer review of project outcomes.

Key Skills
= Extensive knowledge of existing products, future strategies, competitor products and the insurance industry.
= Ability to present proposals and solutions at a strategic level and to meet client targets.
= Demonstrated management skills and influential interpersonal skills.

Internal Contacts
Actuarial Department, Management in Marketing, Finance & Administration, Underwriting.

External Contacts
Actuaries in other organisations, Institute of Actuaries Australia.

Typical Experience
At least 6 - 7 years insurance experience together with degree qualification and 3 - 4 years graduate study and registration with the
Institute of Actuaries Australia.
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POSITION DESCRIPTION

Position Title: Actuary - Qualified
Position Code: 110

Career Level: 4

Responsible for
Performing actuarial calculations to assist in monitoring solvency and developing financial and marketing programs.

Reports To
Actuarial Manager.

Supervises
Actuarial Students.

Main Activities
= Conducting regular reviews of pricing, superannuation triennials, valuation and reporting techniques.
= Performing actuarial investigations, analysis and costing for senior management.
= Utilising computer modelling techniques to complete actuarial research programs.
= Drafting reports on results of investigations.
= Assisting in dialogue with State and Federal Government authorities, institutions and associations.
= Participating in the submission of statutory statistical returns and reports.
= Signing off reports on results of investigations.
= Providing technical advice and guidance to less experienced actuarial staff and clients.

Key Skills
= Good knowledge of the insurance industry, existing products and competitor products.
= Ability to analyse, interpret and extrapolate data from a number of sources and resolve complex issues.
= Ability to communicate technical information to clients in a simple manner and present proposals.

Internal Contacts
Actuarial Department, Sales & Marketing, Finance & Administration, Underwriting.

External Contacts
Actuaries in other organisations, Institute of Actuaries Australia.

Typical Experience
At least 4 - 5 years insurance experience together with Degree qualification and 3 - 4 years graduate study and registration with the
Institute of Actuaries Australia.
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POSITION DESCRIPTION

Position Title: Actuary - Newly Qualified
Position Code: 105

Career Level: 3

Responsible for
Performing actuarial calculations to assist in monitoring solvency and developing financial and marketing programs.

Reports To
Actuarial Manager.

Supervises
Actuarial Students.

Main Activities
= Conducting regular reviews of pricing, superannuation triennials, valuation and reporting techniques.
= Performing actuarial investigations, analysis and costing for senior management.
= Utilising computer modelling techniques to complete actuarial research programs.
= Drafting reports on results of investigations.
= Assisting in dialogue with State and Federal Government authorities, institutions and associations.
= Participating in the submission of statutory statistical returns and reports.
= Signing off reports on results of investigations.
= Providing technical advice and guidance to less experienced actuarial staff and clients.

Key Skills
= Good knowledge of the insurance industry, existing products and competitor products.
= Ability to analyse, interpret and extrapolate data from a number of sources and resolve complex issues.
= Ability to communicate technical information to clients in a simple manner and present proposals.

Internal Contacts
Actuarial Department, Sales & Marketing, Finance & Administration, Underwriting.

External Contacts
Actuaries in other organisations, Institute of Actuaries Australia.

Typical Experience
At least 2 - 3 years insurance experience together with Degree qualification and 3 - 4 years graduate study and registration with the
Institute of Actuaries Australia.
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Position Title: Senior Actuarial Student
Position Code: 140
Career Level: 2

Responsible for
Supporting key Actuarial activities through the provision of Actuarial support functions.

Reports To
Fully Qualified Actuary.

Supervises

No supervisory responsibilities.

Main Activities
= Maintaining asset/liability databases for new products and composites.
= Updating database asset, liability, cash flow and unit price data on a regular basis.
= Providing earning rates, crediting rates and factors to valuation teams.

= Understanding asset/liability management system methodology and suggesting improvements.

= Provide IER, adjusted earning rate and financial data for full crediting rate review on a quarterly basis.

= Distributing crediting rates.

= Providing data for review of short-term products.

= Providing technical support for Actuaries. Drafting Actuarial reports.

= Developing and use models for Actuarial processes, e.g.. profitability and valuation.
= Advising internal clients on process methods and outcomes.

Internal Contacts
Other Actuaries; Product Designers; Finance Departments; Auditors.

External Contacts
Other Actuaries (internal or external, such as consulting Actuaries); Finance Departments; Auditors.

Typical Experience
Completion of 9 - 11 Actuarial subjects with experience in more than one Actuarial area.
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Position Title: Actuarial Student
Position Code: 130
Career Level: 1

Responsible for
Supporting key Actuarial activities through the provision of Actuarial support functions.

Reports To
Fully Qualified Actuary.

Supervises
No supervisory responsibilities.

Main Activities

Maintaining asset/liability databases for new products and composites.
Updating database assets, liability, cash flow and unit data on a regular basis.
Providing earning rates, crediting rates and factors to valuation teams.

Understanding asset/liability management system methodology and suggesting improvements.

Providing IER, adjusted earning rate and financial data for full crediting rate review on a quarterly basis.

Distributing crediting rates.

Providing data for review of short-term products.

Providing technical support for Actuaries.

Developing and using models for Actuarial processes, e.qg., profitability and valuation.
Advising internal clients on process methods and outcomes. Drafting Actuarial reports.

Internal Contacts
Other Actuaries; Product Designers; Finance Departments; Auditors.

External Contacts
Other Actuaries; Finance Departments; Auditors.

Typical Experience
Completion of 5 - 8 Actuarial subjects.




Hewitt
CSi

LIFE INSURANCE & SUPERANNUATION INDUSTRIES SALARIES & BENEFITS SURVEY MARCH 2010

POSITION DESCRIPTION

Position Title: Product Actuary
Position Code: 127
Career Level: 4

Responsible for
Providing actuarial advice on risk and strategic management for their market segment.

Reports To
Marketing Manager - Actuarial & Finance.

Supervises
No supervisory responsibilities.
Main Activities

= Approving and, where appropriate, recommending changes to premium rates, terms and conditions of policies, valuation
and projection and surrender value bases for policies.

= Driving price adequacy, measurement and consistency throughout the Department and signing off on product compliance.
= Providing expert consultative advice to the Product Managers and Marketing Manager - Actuarial & Finance.

= Preparing rate proposals and filings for products, including analysing data, developing indications, and responding to state
regulations.

= Researching and analysing product line trends.
= Developing exposure based pricing targets.

= Completing ad hoc projects and analysis and presenting results to management.

Key Skills
= Strong mathematical aptitude and analytical skills.
= Effective verbal and written communication skills.
= Knowledge of PC applications including spreadsheet and database analysis.

Internal Contacts
Actuarial, Marketing, Claims, Underwriting.

External Contacts
Actuarial Consultants, Auditors, Reinsurers.

Typical Experience
At least 3 - 4 years post-qualification industry experience with a strong technical focus.
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Trainee Underwriter (less than 3 years experience)

Underwriting Case Manager
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Position Title: Chief Underwriter
Position Code: 805
Career Level: 7

Responsible for
Managing the underwriting processes so that profitable business is accepted, ethical standards are observed and the relationship
between the company and agents are developed and maintained.

Reports To
Life Manager, General Manager - Operations or Chief Actuary.

Supervises
Senior Underwriters. Note: In a large company, this may be a purely technical position with no management responsibility.

Main Activities
= Managing, training and developing staff responsible for the underwriting of Life and Disability insurance business.
= Establishing, maintaining and developing underwriting policy for all life and disability insurance.
= Maintaining underwriting standards consistent with established policy.
= Making ultimate decisions on risks refereed by subordinate Underwriters.
= Advising, assisting and specifying underwriting requirements for product developments.
= Ensuring appropriate reinsurance is placed according to limits of retention as specified by the Actuary.
= Preparing expense forecasts and monitoring budget performance.

Key Skills
= Management expertise.
= Demonstrated knowledge of underwriting practices and procedures.
= Demonstrated knowledge and understanding of the Company Vision and business regulations.
= Knowledge of medical terminology.

Internal Contacts
Senior Management; Manager; Underwriters; Sales Managers; Unit Managers; Customer Service.

External Contacts
Agents/Advisers.

Typical Experience
At least 15 years experience in underwriting, together with relevant qualifications.
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Position Title: Underwriting Manager
Position Code: 808
Career Level: 5

Responsible for
Manages a Team of Underwriters in underwriting profitable, ethical and commercially sound insurance which may be outside normal
guidelines.

Reports To
Chief Underwriter.

Supervises
Senior Underwriters, Underwriters, Trainee Underwriters.

Main Activities
= Managing, training and developing underwriting employees.

= Analysing, evaluating and rating risk for new and prospective groups, including drafting underwriting proposals ensuring
decisions are within guidelines and meet service standards.

= Managing quality control for underwriting by assessing, recommending authority levels, training needs, developing
workflow, service standards and processes.

= Providing appropriate decision making for exceptions, referral underwriting and having involvement in complex financial
cases, including the interpretation of evidence.

= Overseeing cases that exceed Underwriter’s authority levels.

= Liaising with VIP agents, Chief Medical Officer and Reinsurers.

= Providing education and coaching to Underwriters in underwriting issues.

= Waiving marginal requirements.

= Negotiating with Re-insurers on difficult cases.

= Interpreting and applying state legislation in regard to underwriting procedures and their continual development.

Key Skills
= Demonstrated knowledge of underwriting practices and procedures.
= Management expertise.
= Effective communication, mathematical and presentation skills.

= Knowledge of medical terminology.

Internal Contacts
Chief Underwriter, Management, Underwriters, Branch Staff, Sales Managers, Customer Service, Reinsurers.

External Contacts
Agents, Advisers.

Typical Experience
At least 5 years of experience as a Risk Insurance Underwriter with at least 1 year of supervisory experience, together with relevant
tertiary/insurance qualifications.

Other Comments
Alternative Titles: Consultant Underwriter (if management focus is not required).
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Position Title: Senior Underwriter
Position Code: 810
Career Level: 4

Responsible for
Working at the highest authority limits on assignments requiring the highest degree of technical complexity and coordination.
Underwriting profitable, ethical and commercially sound insurance which may be outside normal guidelines.

Reports To
Chief Underwriter or Underwriting Manager.

Supervises
May supervise Underwriters, Trainee Underwriters.

Main Activities

= Analysing, evaluating and rating risk for new and prospective groups, including drafting underwriting proposals ensuring
decisions are within guidelines and meet service standards.

= Determining appropriate risk premiums and communicating non standard underwriting decisions.

= Making recommendations to management on accounts outside of individual authority.

= Evaluating loss potential due to catastrophe, severity and or frequency.

= Overseeing cases that exceed Underwriter’s authority levels.

= Handling and reviewing large, complex underwriting submissions and annual underwriting reviews.
= Liaising with VIP agents, Chief Medical Officer and Reinsurers.

= Providing direction, education and coaching to Underwriters in underwriting issues.

= Analysing needs and develops and recommends alternatives for improvements to processes, customer service or products.

Key Skills
= Demonstrated knowledge of underwriting practices and procedures.
= Effective written and oral communication, mathematical, presentation and analytical skills.
= Knowledge of medical terminology.

Internal Contacts
Chief Underwriter, Manager, Underwriters, Branch staff, Sales Managers, Customer Service.

External Contacts
Agents, Advisers.

Typical Experience
At least 5 years of experience as a Risk Insurance Underwriter, together with relevant tertiary/insurance qualifications.

Other Comments
Alternative Titles: Consultant Underwriter (if management focus is not required).
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Position Title: Underwriter
Position Code: 815
Career Level: 3

Responsible for
Underwriting profitable, ethical and commercially sound insurance.

Reports To
Underwriting Manager.

Supervises
No supervisory responsibilities.

Main Activities

= Analysing, evaluating and rating risk for new and prospective groups, including drafting underwriting proposals ensuring

decisions are within guidelines and meet service standards.
= Determining appropriate risk premiums and communicating non-standard underwriting decisions.
= Making recommendations to management on accounts outside of individual authority.
= Managing outstandings - raising requirements, following-up and matching with application on receipt.

= Performing plan maintenance and other administrative duties essential to the efficient completion of new business

applications and the maintenance of up-to-date information.
= Participating in identifying process improvements to improve quality, service and cost efficiency.
= Liaising with VIP agents, Chief Medical Officer and Reinsurers.

Key Skills
= Demonstrated knowledge of underwriting practices and procedures.
= Effective written and oral communication, mathematical, presentation and analytical skills.
= Knowledge of medical terminology.
= Customer Service Orientation.

Internal Contacts
Chief Underwriter, Manager, Underwriters, Branch staff, Sales Managers, Customer Service.

External Contacts
Agents, Advisers.

Typical Experience

At least 3 years of experience as a Risk Insurance Underwriter, together with relevant tertiary/insurance qualifications.
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Position Title: Trainee Underwriter (less than 3 years experience)
Position Code: 820
Career Level: 2

Responsible for

Assisting the Underwriting Department to underwrite risk insurance business to ensure profitable, ethical and commercially sound
insurance.

Reports To
Senior Underwriter; Team Leader; Underwriting Manager.

Supervises
No supervisory responsibilities.

Main Activities

Preparing proposals for underwriting.

= Underwriting proposals from agents up to the limit of authority for this position, ensuring decisions are within company
guidelines and meet service standards. Ensuring work that is outside authority limits is checked by a Senior.

Making preliminary assessments on other business and obtain further requirements to enable assessment.

Communicating terms of acceptance to clients and intermediaries.

Key Skills
= Effective communication, mathematical, presentation and questioning skills and letter writing ability.

Internal Contacts
Manager; Chief Underwriter; Senior Underwriter; Underwriters; Branch staff; Sales Managers; Customer Service.

External Contacts
Agents/Advisers.

Typical Experience
Undertaking relevant qualifications (medical terminology). At least 1 - 2 years of experience in insurance, preferably in an
Underwriting Administration role.
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Position Title: Underwriting Case Manager
Position Code: 821
Career Level: 2

Responsible for
Managing incoming business and distributor relationships, through maintaining databases, informing distributors of decisions and
assisting with advisor and customer queries.

Reports To
Underwriting Manager.

Supervises
No supervisory responsibilities.

Main Activities
= Managing the relationship between the organisation and its advisors.

= Maintaining database information and compiling and distributing daily and monthly reports, including reporting on case
turnaround times.

= Coordinating the movement of Underwriting cases between Underwriters and new business divisions within the
organisation.

= Coordinating cases and handling enquiries in accordance with the organisation's Underwriting and service time standards.
= Monitoring Underwriter's cases and ensuring workload is managed effectively in the absence of an Underwriter.

= Proactively monitoring cases and contacting advisors with the status of applications.

= Notifying and following up of clients and/or advisors regarding outstanding case requirements.

= Monitoring and influencing of outstanding suspense volumes for advisors.

= Preparing and sending offers of modified terms, including calculations of revised premiums.

= Assisting Underwriters with special projects on an adhoc basis.

Key Skills
= Analysis and problem solving ability.
= Good communication and interpersonal skills.
= Strong customer focus.
= Good negotiation skills.
= Excellent time management and organisation ability.
= Ability to prioritise and plan the best utilisation of resources.

Internal Contacts
Customer Service; Underwriting; Distribution.

External Contacts
Advisors; Intermediaries; Customers.

Typical Experience
1+ years of experience in an administrative role.
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Master Trust:
Manager - Master Trust

Team Leader - Master Trust
Senior Plan Administrator
Plan Administrator

Corporate Managed Funds:
Administration Manager - Corporate Managed Funds

Team Leader - Corporate Managed Funds
Senior Fund Administrator

Fund Administrator - Level 3

Fund Administrator - Level 2

Fund Administrator - Level 1
Superannuation Service Consultant
Portfolio Management:

Senior Portfolio Manager

Portfolio Manager
Assistant Portfolio Manager
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Position Title: Manager - Master Trust
Position Code: 703

Career Level: 5

Responsible for
Providing superannuation fund administration services for Master Trust clients and the Group Life business profitably and efficiently.
Providing excellent customer service whilst maintaining Industry best practice standards.

Reports To
Manager - Customer Service Division.

Supervises
Group Life Staff, Small Business Super Team Leaders and Administrators; Project and Compliance Staff.

Main Activities

Key Skills

Recruiting, training, motivating and managing the performance of staff. Assisting team leaders with staffing issues.
Ensure customer service standards are market best practice.
Ensuring total compliance with statutory requirements.

Responding to client surveys, and monitoring retention of clients. Researching competitors, ISC Audits, internal checks,
compliance monitoring.

Managing and monitoring staff productivity levels and seeking input from all levels to maintain momentum for change.
Ensuring the efficient, effective and profitable administration of Master Trusts within pricing and expenditure allowances.

Monitoring profit results against budget, fee income against budget, expenses against budget and efficiency measures.
Monitoring internal and external audit reviews. Ensuring Operational Expenditure Authorities are adhered to and records
maintained.

Ensuring continued compliance of superannuation business within prevailing legislation, trust deeds, service agreements,
and methods of best practice as recommended by relevant regulatory bodies.

Informing and assisting the Trustees as to its duties, obligations and responsibilities, as well as keeping it informed of
compliance status of the Fund.

Ensuring first class systems are in place in areas of Processing, Management Information Service to clients and distribution
channels.

Knowledge of superannuation and Industry Best Practice.
Detailed knowledge of all legislation affecting superannuation legislation.

People management background including an ability to deal with staff at all levels, including senior management and
trustees.

Internal Contacts

External Contacts

Typical Experience
Background in life insurance, superannuation, or retail financial services.

Other Comments
Alternative Titles: Manager, Small Business Superannuation; Superannuation Customer Services Manager.
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Position Title: Team Leader - Master Trust
Position Code: 705
Career Level: 4

Responsible for
Managing a Master Trust Team to ensure the efficient achievement of section performance objectives in relation to administration
services for all customers, with a focus on excellent service.

Reports To
Manager - Master Trust.

Supervises
Administration team consisting of 5-10 Administrators.
Main Activities

= Allocating and controlling workflow within the team to ensure quality of work is maintained and service standards achieved
for both outstanding and pending jobs. Planning and organising team resources to achieve Master Trust objectives.

= Establishing and maintaining records to provide reports to the Master Trust Manager on team progress. Recommending
new processes and procedures to improve the efficiency and profitability of the Master Trust area.

= Adhering to set policies and procedures including legislative compliance.

= Organising the preparation and distribution of pre-review schedules, providing assistance to clients regarding completion
requirements and organising the Annual Review ensuring completion within agreed timeframes, including preparation of
distribution of Annual Review Employer and Member Statements.

= Perform staff appraisals and give regular feedback to staff. Monitoring training needs of staff within team and advising the
manager of requirements.

= Being involved in staff counselling where appropriate.
= Coordinating the processing of contributions and reconciliation of accounts within agreed timeframes.
= Supervising the process of refunding unallocated contributions.

Key Skills
= Ability to control, monitor and develop a team of people.

Internal Contacts
External Contacts

Typical Experience
Strong background in superannuation and administration. Achievement of ASFA Diploma desirable.

Other Comments
Alternative Titles: Small Business Superannuation Supervisor.
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Position Title: Senior Plan Administrator
Position Code: 708
Career Level: 3

Responsible for
Providing an excellent service to a number of major clients.

Reports To
Team Leader - Master Trust.

Supervises
No supervisory responsibilities.

Main Activities

Key Skills

Ensuring all processing work is completed, through checking, in accordance with the departments quality standards and
service times standards. Running monthly quality control data checks from database

Assisting with plan administration processing, including new plans, new entrants, terminations, enquiries, plan transfers,
transfer values, etc.

Providing assistance to other PA’s on procedural/training issues as required. Answering phone enquiries.
Updating database weekly to reflect new unit prices.

Running monthly deduction of fees and group life premium queries ensuring accuracy. Running commission queries and
ensuring audit checks are carried out.

Monitoring and ensuring new business and commission inputting is done correctly and within agreed timeframes. ~

Providing assistance to Team Leader for the quarterly ERF transfer out members, bulk member/employer mail outs and in
preparing and distributing of pre-review schedules.

Providing assistance to Team Leaders in the up-dating of pre-review schedules in database.
Providing assistance to consultants and other internal clients as required.
Providing assistance to Team Leaders in the Annual Review process.

Strong knowledge of Corporate Superannuation principles, practices and legislation.

Internal Contacts

External Contacts

Typical Experience
Certificate in Superannuation Management and intention to achieve Diploma. Plan Administration experience.

Other Comments
Alternative Title: Superannuation Administrator - Level 3.
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Position Title: Plan Administrator
Position Code: 710
Career Level: 2

Responsible for
Processing the new business, claims, annual reviews and providing advice on member's entitlements within a particular Managed
Superannuation Fund portfolio or Master Trust.

Reports To
Team Leader.

Supervises
No supervisory responsibilities.
Main Activities
= Providing advice on establishing new superannuation funds. Inputting new entrants.
= Coordinating underwriting requirements.
= Calculating and paying withdrawal/retirement benefits.
= Processing member modifications including changes of benefit categories. Preparing other statutory reporting requirements.
= Authorising Super benefit payments to first limit.
= Preparing responses to client complaints in line with complaints procedure.
= Preparing and completing fund annual reviews and remittance of member certificates.
= Handling all client enquiries, both written and telephone. Handling all internal enquiries, both written and telephone.
= Allocating contributions and rollovers to member accounts.

Key Skills
= Sound knowledge of superannuation practices and procedures.
= Good interpersonal skills with the ability to work well in a team.

= Good working knowledge of governing superannuation and taxation legislation (OSSA, Tax Act).
Internal Contacts
External Contacts

Typical Experience
Holder of Certificate/Diploma of Superannuation Management will be highly regarded or view to undertake ASFA studies.

Other Comments
Alternative Titles: Superannuation Administrator - Levels 1 and 2.
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Position Title: Administration Manager - Corporate Managed Funds
Position Code: 730
Career Level: 5

Responsible for
Managing the Corporate Managed Funds administration team.

Reports To
Business Manager.

Supervises
Administration Team Leaders.

Main Activities

Key Skills

Managing 8-10 staff who are responsible for the administration of 60-80 large superannuation plans.
Setting and monitoring work standards within the team. ~
Part of the Corporate Superannuation management team which monitors the progress of the team as a whole. ”

Dealing with staff management issues: development and delivery, organisation of appropriate training programs; motivation
and morale; employee counselling and guidance; direction and assessment including annual performance reviews;
recruitment; control supervision.

Analysing legislation and regulatory issues as they emerge, and ascertaining the administrative impact on clients.

Dealing with other client service and administration issues: superannuation vesting, legislation, etc.; classification systems,
inputting benefits, lump sum tax, etc.

Commercial awareness of the superannuation industry.
Proven leadership qualities.

Internal Contacts

External Contacts

Typical Experience
At least 2 years background in Superannuation Administration. Diploma in Superannuation Management is strongly preferred.

Other Comments
Alternative Title: Administration Manager.
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Position Title: Team Leader - Corporate Managed Funds
Position Code: 733
Career Level: 4

Responsible for

Providing a high quality client service for Trustees, participating employers and members of Corporate Superannuation Funds under
managed funds administration. Managing a team of Administrators to ensure the efficient achievement of Performance Standards
and meet agreed objectives.

Reports To
Manager, Corporate Managed Funds.

Supervises
Administration Team.
Main Activities
= Managing a single administration team.
= Organising, monitoring and controlling work flow of the team.
= Liaising with consultants in setting priority work and agreeing targets.
= Working with Manager, Corporate Managed Funds to aid in technical and personal development of team members.
= Being available as a point of reference for individual team members for technical advice and guidance.
= Providing a high level of service to all clients, both internally and externally.

= Implementing change where appropriate in relation to legislative or procedural change.

Key Skills
= Ability to train, motivate and provide feedback to staff.
= Above average written, oral and analytical skills.

Internal Contacts
External Contacts

Typical Experience
At least 12 months background in administration of large funds to develop technical requirements. Certificate of Superannuation
Management, and study towards Diploma favoured strongly.

Other Comments
Alternative Titles: Team Leader, Corporate Managed Funds; Senior Administrator, Corporate Managed Funds.




Hewitt
CSi

LIFE INSURANCE & SUPERANNUATION INDUSTRIES SALARIES & BENEFITS SURVEY MARCH 2010

POSITION DESCRIPTION

Position Title: Senior Fund Administrator
Position Code: 735

Career Level: 3

Responsible for
Administrating and liaising closely with a number of managed funds with some large, complex or difficult funds. (As a guide to the
size of the job, the incumbent would be responsible for approximate 10 plans with an average of 100-300 per plan.)

Reports To
Supervisor, Corporate Managed Funds.

Supervises
No supervisory responsibilities.

Main Activities
= Servicing and administering existing accounts and coordinating renewals.
= Completing and checking day-to-day administration matters, usually of a complex nature.
= Processing and checking annual review of all types of funds.
= Attending to benefits design changes.
= Authorising journal entries and cheque requisitions for small amounts.
= Overseeing the submission and implementation of new entrants for employers.

= Attending to telephone and written client enquiries relating to plans, including researching complex client queries and
presenting results to clients.

= Assisting management in the development and attainment of new business.
= Assisting in running section by training and assisting new staff.
= May assist Supervisor with performance appraisal process.

Key Skills
= Ability to work independently, prioritise and multi-task.
= Excellent interpersonal, written and oral communication skills.
= Ability to deal with clients at all levels and solve complex issues.
= Ability to train, develop and mentor Team Members.

Internal Contacts
Management, Superannuation Department.

External Contacts
Clients, Advisers, Industry Bodies & Associations.

Typical Experience
At least 5 years experience in Superannuation Administration, together with relevant qualifications in Superannuation Management.
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Position Title: Fund Administrator - Level 3
Position Code: 738
Career Level: 2

Responsible for
Administrating a number of funds or employer groups within a public offer fund.

Reports To
Supervisor, Corporate Managed Funds.

Supervises
No supervisory responsibilities.
Main Activities
= Processing and checking new entrants for employers and benefit payments of a more complex nature.
= Performing complex reconciliation of cash.
= Dealing with telephone and written enquiries relating to plans.
= Completing annual reviews of a basic nature.

Key Skills
= Good numeracy and communication skills.
= Ability to plan and organise own and other work.
= Good knowledge of superannuation.
= Good interpersonal and team member skills.

Internal Contacts
External Contacts

Typical Experience
At least 3 years of experience in Fund Administration.
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Position Title: Fund Administrator - Level 2
Position Code: 740
Career Level: 2

Responsible for
Administrating a number of funds or employer groups within a public offer fund.

Reports To
Supervisor, Corporate Managed Funds.

Supervises
No supervisory responsibilities.
Main Activities
= Processing and checking new entrants for employers and benefit payments of a more complex nature.
= Performing complex reconciliation of cash.
= Dealing with telephone and written enquiries relating to plans.
= Completing annual reviews of a basic nature.

Key Skills
= Good numeracy and communication skills.
= Ability to plan and organise own and others work.
= Good knowledge of superannuation.
= Good interpersonal and team member skills.

Internal Contacts
External Contacts

Typical Experience
1 - 3 years of professional experience within Fund Administration.




LIFE INSURANCE & SUPERANNUATION INDUSTRIES SALARIES & BENEFITS SURVEY MARCH 2010

POSITION DESCRIPTION

Hewitt
CSi

Position Title: Fund Administrator - Level 1
Position Code: 743
Career Level: 1

Responsible for

Administrating of a number of funds or employer groups within a public offer fund.

Reports To
Supervisor, Corporate Managed Funds.

Supervises
No supervisory responsibilities.

Main Activities

= Processing new entrants for employers and benefit payments.

= Reconciling cash.
= Dealing with telephone and written enquiries relating to plans.
= Helping achieve team goals.

Key Skills
= Good numeracy and communication skills.
= Ability to plan and organise own work.
= Basic interpersonal and team member skills.

Internal Contacts
External Contacts

Typical Experience
0 - 1 years of professional experience within Fund Administration.
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Position Title: Superannuation Service Consultant
Position Code: 728
Career Level: 3

Responsible for
Servicing a portfolio of large fund clients by building a relationship with decision makers and providing superannuation and related
consultancy advice.

Reports To
State/Major Region Distribution Manager.

Supervises
No supervisory responsibilities.

Main Activities
= Developing and maintaining maximum sales volumes for superannuation products.
= Providing prompt and sound advice to clients on matters raised by the client.

= Maximising the fees paid by the client through the provision of pro-active advice, and introduction to other arms of the
company.

= Maintaining profitability and retention rates by building strong relationships with key client personnel.
= |dentifying business threats and developing appropriate corrective strategies.

= Acting as the plan’s account manager for all superannuation or related services, including handling all grievances raised by
clients.

= Providing professional advice and support to other areas of the company as required.

Key Skills

= Good working knowledge of: Superannuation general (ISC and taxation); Managed Funds - specific; Investment
management; Remuneration planning; Group Life Insurance (types/features); Master Trust and roll-over products.

= Good understanding of and ability to interpret actuarial and technical issues associated with superannuation.
= Excellent communication and interpersonal skills.
= Good analytical and negotiation skills.

Internal Contacts
Claims, Underwriting, Sales.

External Contacts
Clients.

Typical Experience
At least 3 - 4 years insurance sales experience together with relevant qualifications.

Other Comments
Alternative Titles: Account Manager; Superannuation Consultant.
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Position Title: Senior Portfolio Manager
Position Code: 755
Career Level: 5

Responsible for
Managing a complex portfolio of derivatives such as futures, forwards, options and swaps.

Reports To
Head of Superannuation.

Supervises
Portfolio Managers.
Main Activities
= Managing a designated portfolio of funds to meet investment targets.
= Assisting portfolio managers with more complex investment decisions.
= Providing technical support and expertise to team members and other departments.
= Preparing structured reports and presenting to Senior Management/Investment Committee.
= Assisting with product reviews and investment related strategies.
= Applying analytical skills to investment decisions within Portfolio.

Key Skills
= Strong communication skills, both written and verbal.
= Sound investment, financial markets and product knowledge.
= Advanced numerical skills.
= Proficient in spreadsheet and statistical software packages.

Internal Contacts
Analysts, Marketing, Executive Team.

External Contacts
Clients.

Typical Experience

8 - 10 years experience in portfolio management coupled with tertiary qualifications in Business, Economics or Finance. May have
SIA qualifications.
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Position Title: Portfolio Manager
Position Code: 756
Career Level: 4

Responsible for
Managing a portfolio of derivatives such as futures, forwards, options, swaps.

Reports To
Senior Portfolio Manager.

Supervises
May supervise Assistant Portfolio Managers.
Main Activities
= Managing a designated Portfolio of funds to meet investment targets.
= Applying analytical skills to investment decisions within Portfolio.
= Assisting with product reviews and investment related strategies.
= Preparing structured reports and presenting to the investment committee.

Key Skills
= Strong communication skills, both written and verbal.
= Sound investment, financial markets and product knowledge.
= Advanced numerical skills.
= Proficient in spreadsheet and statistical software packages.

Internal Contacts
Analysts, Marketing.

External Contacts
Clients.

Typical Experience
4 - 6 years experience in portfolio management coupled with tertiary qualifications in Business, Economics or Finance. May have SIA
qualifications.
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POSITION DESCRIPTION

Position Title: Assistant Portfolio Manager
Position Code: 757
Career Level: 3

Responsible for
Assisting Fund Managers by researching, analysing and suggesting potential investments.

Reports To
Fund Manager.

Supervises
No supervisory responsibilities.

Main Activities

Analysing investment performances of fund in-line with investment objectives, plans and philosophies.

Analysing results/trades and developing appropriate reports for Fund Manager.

Applying knowledge of specific industrial/geographic sector to assist in the formulation of investment strategies.
Managing and building informative databases of investment information.

= Assisting Fund Managers in the preparation of structured reports to Senior Management/Investment Committees.

Key Skills
= Good communication skills, both written and verbal.
= Strong numeric/statistical skills.
= Proficient in spreadsheet and statistical software packages.

Internal Contacts
Research Analysts.

External Contacts
Brokers.

Typical Experience

2 - 4 years experience in securities/equities analysis coupled with tertiary qualifications in Business, Economics or Finance. May
have SIA qualifications.




JOB SECTION: CLIENT SERVICES
Specialist Claims Assessment:

605 Claims Manager

606 Senior Claims Assessor - Life

607 Senior Claims Assessor - Disability

608 Claims Assessor - Life

610 Claims Assessor - Disability

611 Trainee Claims Assessor
Claims Support:

612 Claims Administrator
Fund Accountant:

670 Senior Fund Accountant

671 Fund Accountant

672 Assistant Fund Accountant
Financial Planning:

475 Manager - Financial Planning

471 Senior Financial Planner

470 Financial Planner

465 Paraplanner
Customer Service:

615 Senior Customer Service Manager
622 Customer Service Manager
635 Customer Service Team Leader
625 Customer Service Officer - Experienced
630 Customer Service Officer - Base Level
645 Customer Relations Officer

Call Centre:

650 Call Centre Manager

660 Call Centre Team Leader
654 Senior Call Centre Officer
655 Call Centre Officer
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POSITION DESCRIPTION

Position Title: Claims Manager
Position Code: 605
Career Level: 5

Responsible for
Managing the activities for the Claims Department.

Reports To
General Manager.

Supervises

Claims Assessors.

Main Activities
= Managing the claims function Australia-wide, including: disability; accident; sickness; and personal TPD benefits.
= Making assessment decisions on claims with the ability to reject or accept based on facts.

= Authorising large claim payments, large lump sum payments and monitoring declines, discontinuance’s, non-renewals,
cancellations and reviews of ongoing claims.

= Acting as a reference point for all contentious claims.
= Providing Claims activity monthly reports and statistics for senior management.
= Developing and maintaining solutions to improve efficiency and accuracy of claims handling procedures and software.

Key Skills
= Knowledge of the industry and market place.
= Good working knowledge of medical terminology and assessment of medical and other risks.
= Training, mentoring and coaching skills.
= Excellent communication, negotiation, interpersonal, and presentation skills.
= Solid problem solving skills, judgment and analytical skills.

Internal Contacts
Claims Department.

External Contacts
Clients, Solicitors, Medical Practitioners.

Typical Experience
At least 8 years experience in claims processing and management, together with relevant qualifications.
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POSITION DESCRIPTION

Position Title: Senior Claims Assessor - Life
Position Code: 606
Career Level: 3

Responsible for
To provide personal and empathic service to customers and be responsible for the proficient assessment of life claims within the
stated delegations of authority.

Reports To
Claims Manager

Supervises
No supervisory responsibilities.
Main Activities

= Evaluating of claim forms, medical, financial and investigative information (including surveillance evidence or interviews with
claims assessors).

= Admitting claims and calculating benefits within policy formulae.

= Seeking to amicably to resolve questions on particular claims decisions (including decisions to deny claims) and providing
satisfactory explanations.

= Drafting responses to written enquiries from complaint for, e.g.. LICB, ISC, SCT, Members of Parliament.

= Conducting fact finding interviews.

= Authorising claim payments, premium refund or waiver and claiming back from Reinsurers.

= Providing strategic claims management, guidance/coaching and direction to other Assessors where required.

= Participating in self/fteam development and team support activities. Actively working at increasing quality, service and cost
efficiency.

= Providing advice as required and preparing recommendations for committee members for cases outside authority.

Key Skills
= Sound product knowledge across the company’s product range.
= High level of knowledge of life claim processes and techniques of claims investigation.
= Effective negotiation skills.
= Good analytical skills.

= Excellent interpersonal skills.
Internal Contacts

External Contacts
Customers, Suppliers, their Solicitors or their Representatives.

Typical Experience
Accounting or Underwriting qualifications (or equivalent commercial experience).
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POSITION DESCRIPTION

Position Title: Senior Claims Assessor - Disability
Position Code: 607

Career Level: 3

Responsible for
Providing proactive, customer focused assessment of disablement claims and ensuring profitable claims management.

Reports To
Claims Manager.

Supervises
No supervisory responsibilities.
Main Activities

= Evaluating of claim forms, medical, financial and investigative information (including surveillance evidence or interviews with
claims assessors).

= Admitting claims and calculating recovery and rehabilitation benefits within policy formulae.

= Seeking to amicably to resolve questions on particular claims decisions (including decisions to deny claims) and providing
satisfactory explanations.

= Drafting responses to written enquiries from complaint for, e.g.. LICB, ISC, SCT, Members of Parliament.

= Conducting fact finding interviews.

= Authorising claim payments, premium refund or waiver and claiming back from Reinsurers.

= Providing strategic claims management, guidance/coaching and direction to other Assessors where required.

= Participating in self/fteam development and team support activities. Actively working at increasing quality, service and cost
efficiency.

= Providing advice as required and preparing recommendations for committee members for cases outside authority.

Key Skills
= Sound product knowledge across the company’s product range.
= High level of knowledge of disability claim processes, definitions of disablement, techniques of claims investigation.
= Effective negotiation skills.
= Good analytical skills.
= Good interpersonal skills.

Internal Contacts

External Contacts
Customers, Suppliers, their Solicitors or their Representatives.

Typical Experience
Accounting or Underwriting qualifications (or equivalent commercial experience).
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POSITION DESCRIPTION

Position Title: Claims Assessor - Life
Position Code: 608
Career Level: 2

Responsible for

To provide personal and empathic service to customers and be responsible for the proficient assessment of life claims within the
stated delegations of authority.

Reports To
Team Leader - Life Claims or Client Services Manager (Life Claims).

Supervises
No supervisory responsibilities.

Main Activities
= Requesting further medical, financial evidence (including surveillance evidence or interviews with claims assessors).
= Admitting claims and calculating benefits within policy formulae.

= Seeking to amicably to resolve questions on particular claims decisions (including decisions to deny claims) and providing
satisfactory explanations.

= Drafting responses to written enquiries from complaint for, e.g.. LICB, ISC, SCT, Members of Parliament.
= Conducting fact finding interviews.
= Authorising claim payments, premium refund or waiver and claiming back from Reinsurers.

= Participating in self/fteam development and team support activities. Actively working at increasing quality, service and cost
efficiency.

= Providing advice as required.

Key Skills
= Sound product knowledge across the company’s product range.
= High level of knowledge of life claim processes and techniques of claims investigation.
= Sound analytical and negotiation skills.
= Excellent interpersonal skills.

Internal Contacts

External Contacts
Customers, Suppliers, their Solicitors or their Representatives.

Typical Experience
Accounting or Underwriting qualifications (or equivalent commercial experience).
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POSITION DESCRIPTION

Position Title: Claims Assessor - Disability
Position Code: 610
Career Level: 2

Responsible for
Providing effective, customer focused assessment of disablement claims within delegated authority.

Reports To
Team Leader - Disability Claims or Client Services Manager (Disability Claims).

Supervises

No supervisory responsibilities.

Main Activities
= Requesting further medical, financial evidence (including surveillance evidence or interviews with claims assessors).
= Admitting claims and calculating recovery and rehabilitation benefits within policy formulae.

= Making recommendations on larger claims, i.e.. whether a claim should be admitted or denied, further information sought, or
claim settled in some way.

= Seeking to amicably to resolve questions on particular claims decisions (including decisions to deny claims) and providing
satisfactory explanations.

= Drafting responses to written enquiries from complaint for, e.g.. LICB, ISC, SCT, Members of Parliament.
= Conducting fact finding interviews.

= Instructing external suppliers of information, e.g.. Medical Advisers, Claim Assessors and surveillance operations in
company requirements.

= Authorising claim payments, premium refund or waiver and claiming back from Reinsurers.

= Participating in self/fteam development and team support activities. Actively working at increasing quality, service and cost
efficiency.

= Providing advice as required.

Key Skills
= Sound product knowledge across the company’s product range.
= High level of knowledge of disability claim processes, definitions of disablement, techniques of claims investigation.
= Good Interpersonal skills.

Internal Contacts

External Contacts
Customers, Suppliers, their Solicitors or their Representatives.

Typical Experience
Accounting or Underwriting qualifications (or equivalent experience to this degree).
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POSITION DESCRIPTION

Position Title: Trainee Claims Assessor
Position Code: 611
Career Level: 1

Responsible for
Assisting the Claims Department to assess claims to ensure efficient customer service and profitable claims management.

Reports To
Claims Manager.

Supervises

No supervisory responsibilities.

Main Activities
= Requesting further medical, financial evidence (including surveillance evidence or interviews with claims assessors).
= Assisting in admitting claims and calculating recovery and rehabilitation benefits within policy formulae.

= Seeking to amicably resolve questions on particular claims decisions (including decisions to deny claims) and providing
satisfactory explanations.

= Assisting in the drafting of responses to written enquiries from complaint for, e.g.. LICB, ISC, SCT, Members of Parliament.
= Working actively at increasing quality, service and cost efficiency.
= Participating in self/fteam development and team support activities.

Key Skills
= Sound product knowledge across the company’s product range.
= Increasing knowledge of disability claim processes, definitions of disablement, techniques of claims investigation.
= Good Interpersonal skills.

Internal Contacts

External Contacts
Customers, Suppliers, their Solicitors or their Representatives.

Typical Experience
May have accounting qualifications, employees will typically be developing skills in claims assessment.
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Position Title: Claims Administrator
Position Code: 612
Career Level: 1

Responsible for
Providing day to day administrative support to the Claims function.

Reports To
Claims Manager.

Supervises
No supervisory responsibilities.

Main Activities

Assisting with ad hoc duties on behalf of Claims Assessors.

Maintaining and updating files for use within the Claims Department.
= Entering data into company Claims Systems as required.

= Answering all general phone enquiries.

Key Skills
= Organisational ability.
= Administration skills.
= Good computer skills.
= Good communication skills.

Internal Contacts
Claims Department, Underwriters.

External Contacts
Suppliers, Customers.

Typical Experience
Limited commercial experience, will typically have completed Year 12.

Other Comments
This is an entry level position.

Compiling historical information from company files on behalf of Claims Assessors.
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POSITION DESCRIPTION

Position Title: Senior Fund Accountant
Position Code: 670

Career Level: 4

Responsible for
Leading a team of accountants to provide quality accounting and tax services to a portfolio of corporate superannuation fund clients.

Reports To
Head of Finance

Supervises
Fund Accountants

Main Activities

Key Skills

Managing fund accounting activities to ensure reliability and accuracy of accounting systems.
Preparing and reviewing fund budgets and financial statements.

Coordinating various budget processes such as APRA annual returns & quarterly surveys, BAS returns and income tax
returns on a quarterly and/or annual basis.

Ensuring that clearing accounts including bank reconciliations are performed regularly and actioned appropriately.

Liaising with; the Trustees and/or Administration Managers throughout the year in resolving daily issues, fund auditors for
appointment and completion of audits and external actuaries in the preparation of actuarial reviews and statements for the
Defined Benefit funds.

Regularly review work practices/procedures to identify opportunities to improve quality and/or productivity.

Managing the performance of team members by developing performance agreements, coaching and providing regular
feedback on performance and completing performance management processes within agreed timeframes.

Ensuring compliance with all legislative, financial, policy, procedural, quality and agreed service level requirements are met.

Strong leadership skills with the ability to develop, coach and mentor others.
Strong understanding customer management and customer value.
Excellent verbal and written communication skills.

Good analytical and problem solving skills.

Strong knowledge of Superannuation products and accounting standards.
Computer literate (Excel, Word, Windows NT/98).

Internal Contacts
Fund/Portfolio Accountants, Fund Managers.

External Contacts
External Fund Managers, Auditors, Actuaries, ATO.

Typical Experience
Will have at least 5 years accounting experience post qualifications and have coompleted CPA/CA studies.
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POSITION DESCRIPTION

Position Title: Fund Accountant
Position Code: 671
Career Level: 3

Responsible for
Providing quality accounting and taxation services to a portfolio of clients.

Reports To
Senior Fund Accountant.

Supervises

Typically no supervisory responsibilities.

Main Activities
= Developing regular and ad-hoc reports for both internal and external clients such as financial statements and budgets.
= Ensuirng the standards of service set out in the service level agreement are met.

= Coordinating various budget processes such as APRA annual returns & quarterly surveys, BAS returns and income tax
returns on a quarterly and/or annual basis.

= |dentifying improvements to processes and procedures.

= Liaising with; the Trustees and/or Administration Managers throughout the year in resolving daily issues, fund auditors for
appointment and completion of audits and Investment Managers.

= Complete reconciliation of all clearing accounts in a timely manner with older items being brought to the attention of the
Senior Fund Accountant for agreed appropriate action.

= Attending to internal and external account queries.
= Ensuring compliance with all legislative, financial, policy, procedural, quality and agreed service level requirements are met.
= Managing the workflow of other staff in the area when required.

Key Skills
= Ability to develop, coach and mentor others.
= Strong understanding customer management and customer value.
= Excellent verbal and written communication skills.
= Good analytical and problem solving skills.
= Strong knowledge of Superannuation products and accounting standards.
= Computer literate (Excel, Word, Windows NT/98).

Internal Contacts
Fund/Portfolio Accountants, Fund Managers.

External Contacts
External Fund Managers, Auditors, Actuaries.

Typical Experience
Will have at 1 - 2 years accounting experience post qualifications and may be studying towards CPA/CA qualifications.
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POSITION DESCRIPTION

Position Title: Assistant Fund Accountant
Position Code: 672
Career Level: 2

Responsible for
Providing all non-statutory accounting tasks and services to a portfolio of clients including industry superannuation funds.

Reports To
Senior Fund Accountant, Fund Accountants.

Supervises
Typically no supervisory responsibilities.
Main Activities
= Reconciliation of receipts and disbursements to the General Ledger.
= Assisting Fund Accountants in the reconciliation of all clearing accounts.
= Reconciliation of unpresented Cheques.
= Preparing bank reconciliation and associated schedules.
= Following up on outstanding reconciliation items.

= Prepare and process; stop payments, cancelled cheques, dishonours, stale cheques, bank traces, journals effecting bank
accounts.

= Attending to internal and external account queries.

= Providing assistance with preparation of management reporting information.

= Performing other duties as requested by Fund Accountants / Senior Fund Accountants.

= Ensuring compliance with all legislative, financial, policy, procedural, quality and agreed service level requirements are met.

Key Skills
= Strong understanding customer management and customer value.
= Excellent verbal and written communication skills.
= Strong numeracy sKills.

= Computer literate (Excel, Word, Windows).

Internal Contacts
Fund/Portfolio Accountants, Fund Managers.

External Contacts
External Fund Managers, Auditors, Actuaries.

Typical Experience
Will have experience in accounting or banking. May be studying towards or have recently completed Accounting related course.
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POSITION DESCRIPTION

Position Title: Manager - Financial Planning
Position Code: 475
Career Level: 5

Responsible for
Achieving sales and retention targets in respect of Financial Planning business sourced by Financial Planners in the channel.

Reports To
State/Major Region Distribution Manager, National Distribution Manager.

Supervises
Financial Planners, Para Planners.
Main Activities

= Leading a team of self-employed and employed Planners across the territory to support the achievement of business
targets.

= |dentifying business opportunities and acting as the principal link between the Planners and the Area Managers to ensure
business development opportunities are appropriately followed up.

= Minimising business risk by proactively working with Planners to ensure that high standards and compliance in relation to
advice integrity and dealer licenses to operate are protected.

= Assisting in the delivery of the Organisation's Business Plan objectives, managing expenses within agreed budgets and
ensuring Planner practices are aligned to these objectives.

= Recruiting and retaining Planners (employed & self-employed) and ensuring that suitable training and development
including technical, compliance and business practice support is forthcoming.
Key Skills
= Excellent people management skills.
= Excellent knowledge and understanding of the wealth management, financial planning market.
= Strong technical financial planning skills.
= Keen awareness of the legal and compliance framework within the industry.
= Excellent communication and presentation skills.

Internal Contacts
Sales & Marketing, Client Services.

External Contacts
Clients, Industry Bodies and Affiliations.

Typical Experience
At least 5 years experience in a Financial Planning advisory role coupled with management experience and degree qualification in
business, finance or a related discipline.
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POSITION DESCRIPTION

Position Title: Senior Financial Planner
Position Code: 471
Career Level: 3

Responsible for
Targeting and assisting clients to meet their financial objectives through the delivery of professional Financial Planning advice.

Reports To
Manager - Financial Planning.

Supervises
No formal supervisory responsibilities. May assist with the mentoring of other team members.

Main Activities

= Introducing and developing new Financial Planning business in line with set targets. Coordinating, conducting and
participating in sales promotions, campaigns and displays.

= Presenting investment/financial plans to clients in line with set targets.

= Increasing funds under management in line with set targets.

= ldentifying, educating and promoting the Financial Planning concept to clients.

= Establishing and maintaining high compliance standards that satisfy Australian legislative requirements.
= Developing networking relationships in order to enhance performance.

= Maintaining professional self development.

Key Skills
= Experienced in servicing clients and reviewing investment portfolios.
= Good communication skills, both written and verbal.
= Demonstrated business development skills.
= Ability to work with minimum supervision.
= Ability to work to tight deadlines in order to achieve business outcomes.
= Experienced in delivering workshops and presentations.

Internal Contacts
Client Relationship Managers, Para Planners.

External Contacts
Clients.

Typical Experience
At least 5 - 8 years experience in Financial Planning advisory roles coupled with tertiary qualifications in Business, Finance or related
discipline . Should have completed DFP qualification.
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POSITION DESCRIPTION

Position Title: Financial Planner
Position Code: 470

Career Level: 2

Responsible for
Targeting and assisting clients to meet their financial objectives through the delivery of professional financial planning advice.

Reports To
Manager - Financial Planning.

Supervises
No formal supervisory responsibilities. May assist with the mentoring of other team members.

Main Activities
= Introducing and developing new financial planning business in line with set targets.
= Reviewing and maintaining existing investment/financial plans for clients in line with set targets.
= Increasing funds under management in line with set targets.
= ldentifying, educating and promoting the financial planning concept to clients.
= Establishing and maintaining high compliance standards that satisfy Australian legislative requirements.
= Developing networking relationships in order to enhance performance.
= Maintaining professional self development.

Key Skills
= Experienced in servicing clients and reviewing investment portfolios.
» Good communication skills, both written and verbal.
= Demonstrated business development skills.
= Ability to work with minimum supervision.
= Ability to work to tight deadlines in order to achieve business outcomes.
= Experienced in delivering workshops and presentations.

Internal Contacts
Para Planners, Financial Planners.

External Contacts
Clients.

Typical Experience
At least 2 - 3 years experience in a Financial Planning advisory role, together with degree qualification in business, finance or related
discipline. Should have completed DFP qualification.




LIFE INSURANCE & SUPERANNUATION INDUSTRIES SALARIES & BENEFITS SURVEY MARCH 2010

POSITION DESCRIPTION

Hewitt
CSi

Position Title: Paraplanner
Position Code: 465
Career Level: 2

Responsible for

Supporting Financial Planners in providing high quality financial planning services to both existing and new clients.

Reports To
Manager - Financial Planning.

Supervises
No supervisory responsibilities.

Main Activities

Key Skills

Reviewing and researching performance of investment products within client portfolios.
Reviewing and researching individual client needs, investment strategies and risk profiles.
Producing financial plans in line with agreed targets.

Initiating and assimilating investment product research.

Establishing and ensuring compliance standards associated with Australian Corporations Law.

Ensuring workflow standards such as turnaround response times are met.
Participating in team tasks and projects as directed by management.

A sound knowledge of social security, taxation, superannuation and investment products.
Good communication skills, both written and verbal.

Well developed numerical and analytical skills. Proficient in spreadsheet programs.
Knowledge of ASIC, ISC and FPA compliance standards.

Well developed organisational skills.

Ability to work in a team environment with minimal supervision.

Internal Contacts
Financial Planners.

External Contacts
Clients, Fund Managers.

Typical Experience
At least 2 - 3 years of Financial Planning support experience, together with degree qualification in business, finance or related
discipline.
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POSITION DESCRIPTION

Position Title: Senior Customer Service Manager
Position Code: 615
Career Level: 6

Responsible for
Managing the customer service function to ensure efficient and effective service to clients.

Reports To
General Manager.

Supervises
Customer Service Managers.

Main Activities

= Assisting in the development and implementation of the business plan to ensure the achievement of the organisation's goals
and objectives, including the establishment of budgets and managing within agreed budget constraints.

= Dealing with complex and difficult cases and exercising significant discretion with customer and agent complaints.
= Managing, motivating and developing staff to improve their technical knowledge and competencies.

= Developing and reviewing policies, programs and procedures concerning customer relations and services provided,
including the consideration of new technology and new work practices in order to enhance service productivity.

= Reviewing and ensuring legislative compliance for both established and new services.
= Liaising with other organisational units, service agents, associations, industry bodies and customers to identify and respond
to customer expectations.
Key Skills
= Ability to train, motivate and provide feedback to staff in a team environment.
= Excellent negotiation, facilitation and communication skills.
= Ability to recognise, analyse and solve problems.

Internal Contacts
Senior Management, Finance, Claims, Customer Service.

External Contacts
Clients, Advisers, Industry Bodies & Associations, LISA (Life Insurance and Superannuation Association).

Typical Experience
At least 10 years of insurance industry experience in a customer service management environment, together with a relevant degree.
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POSITION DESCRIPTION

Position Title: Customer Service Manager
Position Code: 622
Career Level: 5

Responsible for
Managing Customer Account/Claims/Underwriting/New Business processing teams to ensure an efficient service to customers.

Reports To
Senior Customer Service Manager or National Administration Manager.

Supervises
2-5 Team Leaders (Total staff 20-70).
Main Activities
= Dealing with complex and difficult cases.
= Recruiting, training and developing staff.
= Ensuring legislative compliance.
= Reviewing procedures to ensure efficient operations.
= ldentifying areas of system downfall or areas of systems incapability’s and pursue investigation or correction.
= Managing within agreed budget constraints.

= Being involved in consideration of new technologies and new work practices.

Key Skills
= Ability to train, motivate and provide feedback to staff in a team environment.
= Negotiation, facilitation and communication skills.

Internal Contacts
Relevant departments.

External Contacts
Clients; Advisers.

Typical Experience
Usually at least 10 years of industry experience with a relevant degree.
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POSITION DESCRIPTION

Position Title: Customer Service Team Leader
Position Code: 635
Career Level: 3

Responsible for

Managing Customer Account/Service/Claims/New Business functional processes specific to the team and ensuring adequate
staffing. Coaching and developing the team members to achieve their own and team goals. A Team Leader will be able to delegate
daily operations to team members and lead the team to meet goals and output (work).

Reports To
Customer Service Manager.

Supervises
10-20 Customer Service Officers.

Main Activities
= Ensuring appropriate responses to all customer requests/queries within timeframes and service levels.

= Recruiting, training and developing staff.

= Assisting the Customer Service Manager in the development and consideration of new technologies and new work
practices.

= l|dentifying areas of system downfall or areas of systems incapability’s and pursuing investigation or correction.
= Ensuring legislative compliance by empowering Team to take responsibility for checking and control.

= Managing team members to develop and implement process improvements.

= Checking Team Members’ work and processing own work.

= Developing Team plans and motivating Team Members to achieve goals and objectives.

Key Skills
= Ability to train, motivate and provide feedback to staff in a team environment.
= Excellent negotiation, facilitation and communication skills.
= Ability to recognise, analyse and solve problems.
= Ability to plan and organise in a team environment.

Internal Contacts
Senior Management, Finance, Claims, Customer Service.

External Contacts
Clients, Advisers, Industry Bodies & Associations.

Typical Experience
At least 5 years of insurance industry experience in a customer service/team leader role, together with a relevant degree.
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POSITION DESCRIPTION

Position Title: Customer Service Officer - Experienced
Position Code: 625
Career Level: 2

Responsible for
Completing account/claims/customer query processing activities/tasks within specific teams. An experienced client services officer

would be expected to have mastered all of the functions within a particular team and to assist less experienced team members with
their work.

Reports To
Customer Service Team Leader.

Supervises
No supervisory responsibilities.
Main Activities
= Assisting, coaching and monitoring other team members, through the provision of support and technical knowledge.
= Inputting data and using online systems to access and update data.
= Entering customer requests and queries into the online database and following up and actioning requests for information.
= Liaising with customers, service providers and Customer Service Team Leader to resolve more complex issues.
= Assisting Customer Service Team Leader to formulate and achieve team goals.
= Performing some Team Leader functions when Team Leader is absent.

Key Skills
= Good negotiation, communication and numeracy skills.
= Proficient use of PC’s and office machinery.
= Ability to recognise, analyse and solve problems.
= Ability to work autonomously, plan own work and to show initiative in problem solving.

Internal Contacts
Finance, Claims.

External Contacts
Clients, Advisers, Industry Bodies & Associations.

Typical Experience
At least 2 years experience in a customer service environment.
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POSITION DESCRIPTION

Position Title: Customer Service Officer - Base Level
Position Code: 630
Career Level: 1

Responsible for

Completing account/claims/customer query processing activities/tasks within specific teams. An entry level Customer Services
Officer would be expected to participate as a member of a team following established procedures to complete processing
activity/task.

Reports To
Customer Service Team Leader.

Supervises
No supervisory responsibilities.
Main Activities
= Attending to customer telephone enquiries on a daily basis.
= Inputting data and using online systems to access and update data.
= Entering customer requests and queries into the online database and following up and actioning requests for information.
= Liaising with customers, service providers and Customer Service Team Leader to resolve issues.
= Working toward the achievement of team goals.

Key Skills
= Good negotiation, communication and numeracy skills.
= Proficient use of PC’s and office machinery.
= Ability to recognise, analyse and solve problems.
= Ability to work with minimal supervision and to show initiative in problem solving.

Internal Contacts
Finance, Claims.

External Contacts
Clients, Advisers, Industry Bodies & Associations.

Typical Experience
At least 1 year experience in a customer service environment.

Other Comments
This is an entry level position.
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POSITION DESCRIPTION

Position Title: Customer Relations Officer
Position Code: 645
Career Level: 2

Responsible for
Assisting staff in handling complaints in relation to technical issues and drafting responses to complaints received through LIFA, ISC
and Consumer Affairs.

Reports To
Customer Service Manager, Customer Service Team Leader.

Supervises
No supervisory responsibilities.

Main Activities

= Investigating and drafting replies in response to client and advisor complaints, including those received through LIFA and
other statutory bodies.

= Responding to client enquiries about problems and provides advice, information and assistance.

= Providing advice to fund members on matters relating to maximum benefits, contribution levels, Federal budget implications,
ISC rulings.

= Recording information in regard to customer complaints and enquiries.

= Referring complex enquiries to expert advisors.

= Issuing relevant forms to clients, information pamphlets and product/service brochures.
= Maintaining knowledge of taxation, social security and other relevant legislation.

Key Skills
= Extensive product knowledge.
= Ability to recognise, analyse and solve problems.
= Excellent communication and negotiation skills.

Internal Contacts
Finance, Claims, Customer Service.

External Contacts
LIFA, ISC, Consumer Affairs, Clients.

Typical Experience
At least 1 year experience in a customer service environment.

Other Comments
This is an entry level position.
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POSITION DESCRIPTION

Position Title: Call Centre Manager
Position Code: 650

Career Level: 4

Responsible for
Managing Direct Enquiry Centre teams to ensure an efficient service to customers and advisers via telephone or correspondence
enquiries.

Reports To
General Manager, Customer Service or Senior Customer Service Manager.

Supervises
4-6 Team Leaders (Total staff 40-100).

Main Activities
= Dealing with complex and difficult cases both telephone and correspondence.
= Recruiting, training and developing of staff.
= Ensuring legislative compliance.
= Reviewing procedures to ensure efficiency of operations.
= Identifying areas of system downfall or areas of systems incapability’s and pursuing investigation or correction.
= Establish budget and manage within agreed budget constraints.
= Being involved in consideration of new technologies and new work practices.
= Exercising discretion with customer and agent complaints.

Key Skills
= Ability to train, motivate and provide feedback to staff in a team environment.
= Negotiation, facilitation and communication skills.
= Planning and organisational skills.

Internal Contacts
Senior Management.

External Contacts
Clients; Advisers.

Typical Experience
Usually at least 10 years of industry experience.
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POSITION DESCRIPTION

Position Title: Call Centre Team Leader
Position Code: 660
Career Level: 3

Responsible for
Managing a team to ensure that customer and adviser contact is handled in a professional manner to assist in preserving and
initiating business.

Reports To
Direct Enquiry Centre Manager.

Supervises
5-15.
Main Activities
= Ensuring appropriate responses to all customer and agent requests/queries within timeframes and service levels.
= Dealing with complex telephone and written enquiries.
= Recruiting, training and developing staff.
= Helping to formulate and achieve team goals.
= Reviewing procedures to ensure efficiency of operation.

= Being involved in the consideration of new technologies and new work practices.

Key Skills
= Ability to train, motivate and provide feedback to staff in a team environment.
» Good facilitation and communication skills.

Ability to plan and organise in a team environment.
= Ability to work under pressure.
= Ability to actively participate/lead group meetings.

Internal Contacts
Internal processing areas

External Contacts
Clients; Advisers.

Typical Experience
At least 5 years of experience in a customer service environment.
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POSITION DESCRIPTION
Position Title: Senior Call Centre Officer
Position Code: 654
Career Level: 2

Responsible for
Providing customers with second level support for all products and services consistent with established quality standards.

Reports To
Call Centre Team Leader.

Supervises
No supervisory responsibilities.
Main Activities

= Providing second level support by voice and electronic means. Using on-line systems to access data and answer customer
inquiries within service times.

= Allocating the necessary resources to resolve client problems and queries in an effective and timely manner.
= Managing escalated issues and ensuring customer satisfaction at all times.

= Maintaining a database of clients through regular follow-up of problems and queries.

= Keeping accurate records of support activities.

= Attending relevant product and skill courses and passing on relevant points to other Consultants.

= Keeping Management aware of potential areas for product, services and education sales.

Key Skills
= Strong service orientation with excellent communication skills.
= Proficient use of PCs and office machinery.
= Good interpersonal and team skills.

Internal Contacts
Customer Support, Finance,

External Contacts
Customers, Resellers.

Typical Experience
At least 3 - 5 years of Customer Support experience.
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Position Title: Call Centre Officer
Position Code: 655
Career Level: 1

Responsible for

Answering advisers and customer telephone calls or written enquiries accurately and within agreed service times.

Reports To
Direct Enquiry Centre Team Leader.

Supervises
No supervisory responsibilities.

Main Activities
= Using online systems to access data to answer customer enquiries within service times.
= Entering customer requests/inquiries online.
= Assisting agents by providing technical information.
= Liaising with other areas to provide answers for customers or agents.
= Maintaining statistics for complaints/enquiries.
= Ensuring agents are advised of any customer enquiries.
= Helping to formulate and achieve team goals.
= Liaising with agents on customer enquiries and complaints.

Key Skills
= Excellent telephone manner.
= Good numeracy and communication (both oral and written) skills.
= Proficient use of PC’s and office machinery.
= Good interpersonal and team skills.

Internal Contacts
Internal processing areas.

External Contacts
Clients; Advisers.

Typical Experience
Experience in a customer service environment.




JOB SECTION: SALES & MARKETING

405
410
445

1215
1220
1221
1222
1235

416
417
415
414
413
412
411
409
420

1225
1226
1227

1230
1231

Management:
National Distribution Manager

State/Major Region Distribution Manager
Marketing Manager - Product Line

Product Management:
Manager - Product Management

Product Manager - Life

Product Manager - Superannuation
Associate Product Manager
Product Analyst - Life Risk

Sales:
Senior Business Development Manager - Life

Senior Business Development Manager - Superannuation
Business Development Manager - Life

Business Development Manager - Superannuation
Business Development Officer

Senior Superannuation Business Relationship Manager
Superannuation Business Relationship Manager
Superannuation Business Relationship Officer

Marketing Knowledge & Research Officer

Technical Support:
Technical Services Manager

Senior Technical Specialist
Technical Consultant

Communications:
Marketing Communications/Public Relations Manager

Marketing Communications/Public Relations Officer
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POSITION DESCRIPTION

Position Title: National Distribution Manager
Position Code: 405

Career Level: 6

Responsible for
Maintaining the overall responsibility for Strategy and Delivery of Agent/Intermediary Services, Training, Technology, Operations,
Compliance and Technical Support.

Reports To
General Manager, Executive Director.

Supervises
State/Major Region Distribution Manager.

Main Activities
= Monitoring the planning and performance of the national distribution strategy.
= Managing joint venture relationships and identifying future strategic alliances with distributors of insurance.
= Setting targets for each branch and monitoring distribution trends and performance within each branch.
= Managing the national sales force.
= Setting standards of quality and quantity of intermediaries/agents and monitoring compliance to these standards.
= Supporting product development and providing advice on the design and updating of products.
= Identifying present and future market segments/customers and pro-actively anticipating products/services requirements.
= ldentifying future intermediaries.

Key Skills
= Strategic planning ability.
= Proven managerial skills.
= Excellent communication, negotiation, presentation and interpersonal skills.
= Results driven.

Internal Contacts
Distributors, Management, Marketing & Sales.

External Contacts
Agents, Intermediaries, Advisors.

Typical Experience
At least 12 years of experience in Financial Services, with a strong focus on Sales & Distribution and Marketing.

Other Comments
Alternative Title: Senior Channel Manager.
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POSITION DESCRIPTION

Position Title: State/Major Region Distribution Manager
Position Code: 410

Career Level: 5

Responsible for
Managing the achievement of major region state sales/distribution targets.

Reports To
National Distribution Manager.

Supervises
Business Development Managers, Sales/Marketing Support Officer.
Main Activities
= Monitoring the planning and performance of the state/region distribution strategy.
= Managing joint venture relationships and identifying future strategic alliances with distributors of insurance.
= Ensuring departmental targets for their state/region are achieved, by managing budget and expense.
= Managing the state/region sales force.
= Setting standards of quality and quantity of intermediaries/agents and monitoring compliance to these standards.
= Supporting product development and providing advice on the design and updating of products.
= ldentifying present and future market segments/customers and pro-actively anticipating products/services requirements.
= |dentifying future intermediaries.

Key Skills
= Strategic planning ability.
= Proven managerial skills.
= Excellent communication, negotiation, presentation and interpersonal skills.
= Results driven.

Internal Contacts
Distributors, Management, Marketing & Sales.

External Contacts
Agents, Intermediaries, Advisors.

Typical Experience
At least 8 - 10 years of experience in Financial Services, with a strong focus on Sales & Distribution and Marketing.

Other Comments
Alternative Title: State Sales Manager.
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POSITION DESCRIPTION

Position Title: Marketing Manager - Product Line
Position Code: 445
Career Level: 5

Responsible for
Accountable for all aspects of the product positioning, ensuring business objectives are met through the undertaking of: market
intelligence studies, understanding of government policy, business to business strategies, and communications and public relations.

Reports To
Sales & Marketing General Manager.

Supervises
Product Managers; Marketing Support Staff.

Main Activities

= Developing product Marketing strategies to meet new business objectives; achieve profitable growth of market share; and
increased market penetration.

= Ongoing market research in relation to product competitiveness, opportunities and threats to ensure informed decisions in
relation to business strategy.

= Developing and implementing communications and PR strategy to meet the needs of the product line, including the
production of Marketing brochures and sales materials.

= Working closely with the distribution teams to develop tactical sales programs for the services and products offered.
= Preparing budgets, reports and forecasts for the product line.
. Maintaini_n_g contact with major customers, industry associations and regulators to identify emerging issues and market
opportunities.
Key Skills
= Solid understanding of the industry and intermediaries.
= Strong people skills and relationship management.
= Project management skills and ability to prioritise.
= Superior written and oral communication skills.

Internal Contacts
Sales; Marketing; Compliance & Legal.

External Contacts
Advisors; Agents.

Typical Experience
At least 6 - 8 years experience within a Marketing and Product Development role, coupled with relevant qualifications.
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POSITION DESCRIPTION

Position Title: Manager - Product Management
Position Code: 1215
Career Level: 5

Responsible for
Managing and motivating the Product Development team which delivers innovative streamlined product design solutions that are
timely, efficient, contemporary and suitable for the range of distribution channels.

Reports To
General Manager.

Supervises
Product Managers; Sales & Marketing Support Staff.
Main Activities
= Ensuring products remain competitive, profitable, simple, customer oriented and meet the organisation's strategic needs.

= Developing the annual product development plan and managing the implementation plans for product innovation and
enhancement, rationalisation and project manage in liaison with relevant divisions.

= Managing the timely enhancement/modification of products and overseeing systems adjustments to accommodate the
product re-engineering process.

= Providing a top level project management facility for product development which achieves delivery of products to meet
existing needs or newly identified needs of the specified customer target market.

= Liaising with relevant departments to ensure that products are appropriately supported and maintained in an efficient
manner.
Key Skills
= Demonstrated responsibility for planning, organising, directing and controlling the work of a business unit.
Internal Contacts

Market Segment Managers; Information Technology; Client Services; Investment Division; Overseas Product Development
colleagues; Distributors.

External Contacts

Typical Experience
10 years of relevant work experience post-qualification. Experience in project management and product marketing.

Other Comments
Alternative Title: Senior Manager - Product Development.
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