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SUMMARY
Dedicated and personable Client Advisor with over three years of experience in the financial services industry, specialising in pension scheme management, customer support, and administrative processes. Proven ability to manage high volumes of client interactions while maintaining accuracy, attention to detail, and excellent service standards. Experienced in supporting workplace pension schemes, handling member enquiries, processing complex transactions, and ensuring compliance with regulatory requirements. Strong communication, organisational, and problem-solving skills, with a commitment to delivering high-quality service and building positive relationships with members, employers, and stakeholders. Highly adaptable, dependable, and focused on continuous improvement within a fast-paced, regulated environment.

EXPERIENCE
Legal & General — Client Advisor
Cardiff | 10/2020 – 10/2024
· Acted as first point of contact for thousands of pension scheme members, providing accurate and timely support.
· Managed and maintained individual pension accounts, ensuring precise investment tracking, contribution processing, and record-keeping.
· Collaborated with employers, financial advisers, and members to resolve complex queries and deliver efficient solutions.
· Ensured all processes complied with regulatory standards, internal controls, and organisational policies.
· Handled fund switches, contributions, transfers, and retirement requests in a high-volume, fast-paced environment.
· Investigated and resolved service issues and complaints, providing clear, professional communication and effective outcomes.
· Consistently met or exceeded key performance targets, including email response rates, customer satisfaction scores, and case resolution times.

SKILLS
· Customer Service & Support
· Pension Administration & Account Management
· Complaint Resolution
· Financial Services Expertise
· Administrative & Organisational Abilities
· Strong Communication & Interpersonal Skills
· Compliance Awareness

CERTIFICATIONS
· Mental Health First Aid Certified
· Full UK Driving Licence

EDUCATION
The College Merthyr Tydfil
NVQ Level 3 (Completed 2019)
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Hiring Manager
Aviva Pensions
Cardiff, Wales

Dear Hiring Manager,
I’m reaching out to express my interest in a role within your financial services team at Avia. I’ve always been drawn to the finance world, especially environments that are fast-paced, people-focused, and constantly evolving qualities your company is known for.
With a strong background in customer service and always focusing in the financial department, I’ve developed key skills that I believe translate well into financial services. I’m used to working with a wide range of people, handling queries efficiently, and making sure every customer feels heard and supported. I’ve learned how to stay calm under pressure, communicate clearly, and keep things organised, even on the busiest days.
What excites me most about your company is the opportunity to be part of a professional team where I can continue growing, take on new challenges, and contribute in a meaningful way. I’m eager to bring my people skills, attention to detail, and positive attitude into a new role where I can really make a difference.
Thanks for taking the time to read my application. I’d love the chance to talk more about how I could fit into your team. I’m available for an interview whenever it works for you.
All the best, I look forward to hearing from you.

Job Title: Pension Administrator.
Department: Aviva pensions.
Location: Cardiff, Wales 
Company Overview and job description.
As a UK based multinational insurance company, Aviva offers a range of services such as pensions, wealth management and various insurance options. We focus on long term savings and retirement solutions and demonstrate a strong commitment to sustainability and community support.  We are looking for a pension administrator to join our team here at Aviva who can make a difference to our customers and communities and be responsible for providing excellent customer service while completing transactions and managing member accounts to our customers and stakeholders. 
Key responsibilities.
·      Managing pension schemes in accordance with legal standards and company polices
·      Protecting data and maintain confidentiality
·      Handling new member enrolments, transfers and claims
·      Working alongside other departments such as finance, compliance and customer service 
·      Calculating and making pension payments
·      Identifying and fixing any pension administration issues 
·      Assisting members with the new and up to date pension schemes and legislative changes 
·      Maintaining member records and account information
Skills required 
·      Strong foundation in financial mathematics 
·      Attendance to accuracy and detail
·      Excellent communication skills
·      Confidence In using computers and systems 
·      Ability to work as a team and independently 
·      organizational skills
·      time management and problem-solving skills 
Benefits 
·      salary of 25,000 – 29,000 per year, depending on experience
·      opportunities for professional development, growth and learning 
·      supportive and friendly work environment 
·      discount on Aviva products 
·       good holiday allowances and are flexible to buy or sell 
Working hours
·      Full time or part time available 
·      Monday to Friday
·      8am – 4pm 
 
Contact us 
·      Number 02920323912
·      Email Aviva@cardiff.uk
 


