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   UNITED PLANNERS FINANCIAL SERVICES OF AMERICA
 A LIMITED PARTNERSHIP

7333   EAST DOUBLETREE RANCH ROAD, STE 120 SCOTTSDALE ARIZONA 85258

TEL: (480) 991-0225  FAX: (480) 991-2714
Job Description

	Employee Type:
	Full Time Exempt

	Department:
	Partner Development

	Job Title:
	Advisor Relationship Manager (ARM)

	Reports To:
	Sheila Cuffari-Agasi

	Manages Others:
	No 

	Industry Experience:
	3-5+ years Financial Services Experience

	Minimum License(s):
	N/A

	Date:
	October 6, 2025


Nature and Scope

The Advisor Relationship Manager (ARM) manages the LEAPS Program and Processes which consist of 3 primary areas: Continuity Planning, Practice Valuations & Succession Planning.  The ARM position acts Reactively to advisor reaching out to them directly for more information on the LEAPS Program and acts Proactively by contacting advisors without a Continuity Plan in place to assist with getting one set up or if interested in selling their clients we will recommend they have a Valuation completed 1st then look for a UP Advisor to work with as the buyer, then a Deal Support Agreement will be created by the advisor utilizing SRG’s system call myCompass.
Essential Duties and Responsibilities
· Maintain LEAPS Tracking Spreadsheet
· Support Advisors on Continuity Planning, Practice Valuations & Succession Planning 
· Assists advisors with finding like minded UP Advisors to introduce as potential Continuity and/or Succession Plan Partner

· The ARM schedules and attends calls with the advisors and EVP/CRO if applicable to discuss their situation and next steps
· Maintains the LEAPS & SRG sign-up forms for Death & Disability, Valuations & Succession Plans

· Emails the Valuation & Succession Planning LEAPS Sign-up & SRG Engagement Forms to Advisors to start the process and follow up through completion
· Creates the Succession Planning Task Tracking Spreadsheet and emails it to all Home Office employees involved with assisting the advisor during this process and following up to ensure completion (creating block transfer letters, move accounts in AFO, create new rep codes, etc.)

· Works with Compensation to debit the fees for Valuations & Succession Plan from the advisors as it pertains to them.  They are initially debited ½ of the fee when they sign up for Valuations or Deal Support Projects on the SRG website called myCompass and the balance is debited from the advisor compensation when the Document has been completed.

· Provides back-up to Transitions as needed

· Provides Back-up to the Sr. Onboarding Specialist as needed
· Provides Service and Support for clients as needed
· Serves as relationship manager to advisors in the field on high level issues requiring a more tenured hand holding experience

· Acts in an administrative capacity to the EVP/CRO as needed to schedule meetings and follow up on complex items as needed

· Identify areas of improvement and be proactive in suggesting ideas and enhancements to processes
Qualifications

· Bachelor’s degree or equivalent business experience required

· Minimum of 3–5 years of experience in the financial services industry, preferably in onboarding, continuity or succession planner, or advisor support roles

· Licensing (FINRA Series 7, 24, 66) is preferred, but not required

· Strong problem-solving, critical thinking, and organizational skills

· Detail-oriented with a high level of accuracy in managing spreadsheets and contract review
· Excellent verbal and written communication skills, with a professional and client-focused demeanor

· Proven ability to work collaboratively across departments and independently when needed

· Friendly, professional, and service-oriented attitude with a commitment to delivering exceptional advisor experiences

· Demonstrated proficiency in Microsoft Office Suite (Word, Excel, PowerPoint, Outlook), Salesforce, LaserApp, and other advisor-facing technologies; ability to train others on these systems

· Self-motivated with a proactive approach to learning, improvement, and advisor success

Partnership Integrity

· Understand and abide by all Firm and departmental policies and procedures as well as the Firm’s code of ethics.
· Develop and maintain the Firm’s methodology, process, and procedures.

· Participate actively in ensuring that all state and industry rules and regulations are followed as they apply to this position.
· Attend any required regulatory and/or firm educational meetings 
