Emma Farrelly

Address: 41 Castleknock Elms, Dublin 15    Tel: 087-6387604  E-mail: Emmafarrelly26@hotmail.com
Profile
Hard-working, committed, adaptable, and reliable professional with over fourteen years experience in the financial services sector, primarily within the insurance industry. Active contributor to organisational planning and demonstrates strong team abilities while able to work on own initiative.  A proven track record in customer service.  
Professional Skills

· Strong customer care ethos 
· Excellent client and relationship management skills
· Proven ability to work with a wide range of people, needs and demands but deliver results
· Track record in training and developing others to ensure adaptability to role and responsibilities 
· Strong financial acumen

· Good working knowledge of French

Professional Experience
Compliance Assistant – Compliance Department
First Ireland Risk Management Ltd, 15 Parkgate Street, Dublin 8. Jan 2016-present

·    Providing support to the Compliance Manager and Compliance Officer
·    Providing support to the business divisions to ensure that all applicable licensing/regulatory requirements are met.
·    Assistance with the maintenance of all Compliance Registers
·    Implement appropriate procedures and systems that will ensure compliance with Regulators
·    Assist with 
· Organising training sessions for employees
· Management of Agency records, both held and granted
· Monitoring and Management of MCC requirements
· Monitoring support
·    Provide routine and ad-hoc reports to the Compliance Manager
·    Engage in specific projects when required
Senior Client Services Officer – Operations Team 

SEB Life International, Dublin, Dec 2010 – Dec - 2014
Cross border distribution of insurance based investment products such as portfolio bonds
· Responsibility for processing incoming new and top-up business applications in the English and ex-patriot (Spain/Cyprus/Malta ) territories team
· Proactively service existing business clients to ensure efficient and effective outcomes
· Contribute to team and departmental productivity targets, ensuring agreed SLAs achieved 

· Conduct Anti Money Laundering / KYC checks on incoming customers in accordance with the policies & procedures and compilation & analysis of AML files within team, maintenance of a database of new clients / investors
· Maintenance and approval of client account opening/closing and record management, including AML status updates to Team Manager
· Interact with the Compliance point of contact and ensure that the SEB policies/procedure are adhered to
· Responsibility for supervision, where applicable, of junior staff members, including active involvement in their training and development within the team 
· Providing key parties with daily trading information that impacted their policy: top-ups, regular withdrawals, trade and settlement transactions, encashment payments

· Fostered and maintained strong working relationships with key stakeholders: Brokers/Intermediaries, Policyholders
· Manage proactive and reactive responses to client queries and complaints, integrating lessons learned into improved customer service approaches.  Ensuring customer satisfaction is balanced with achievable deliverables
· Managed the processing of new Investment Accounts and Asset Manager agreements within the team 
· Managed the receipt and transfer of money to be invested into the new Investment Accounts, involving liaising with Dealing Department and Broker/Insurance Intermediary contacts in Spain/Cyprus/Malta
Probationer Garda - An Garda Síochana, Aug 2008 – Oct 2010
Completed up to phase 3 Garda training before final stage interrupted by maternity leave. 
Left force after having a baby. Gained considerable knowledge and skills from training such as planning, organising, time management, communication, conflict management.
Office Manager/PA 
Kinane Life & Investments, Dublin, Sept 2007– Feb 2008
· Direct support/PA to Director with responsibility for the efficient organisation of the office
· Liaised with clients, insurance companies, lenders, solicitors and other parties
· Managed new business quotations and proposals from application stage to completion
· Ensured completion of monthly and annual company figures and reconciliation of bank books
Administration and Client Servicing Officer 
Insurance and Investment Sales Support-Ulster Bank Ireland Ltd, Dublin, Mar’05 – Aug’07

· Customer service to internal and external stakeholders.
· AML of new and existing clients
· Inputting of new business data into the internal systems within SLA’s 
· Deputised for Team Leader and responsible for training/developing of new staff
Client Services Officer 

Statestreet International (Ireland) Ltd, Dublin, July – Nov 2004
· AML oversight responsibilities, processed trades on the internal systems, maintenance of investor details

· New customer and dealer accounts management
Initial Underwriter/Senior Administrator, New Business Department 
New Ireland Assurance / Bank of Ireland Life, Dublin, Oct’99 – July’04
· Issued quotes, proposals, policies and special terms to clients, working closely with sales force and branch offices
· Initial underwriting, AML and daily audit
Education and Professional Qualifications
Manual & Computerised Accounts



2009

FETAC 
QFA 1 Investments & Pensions 



2006

Institute of Bankers

ICM Diploma in Management Studies 


2003

Dublin Business School


 

Diploma in Languages & International Business  

1999

D.I.T. Kevin Street


NCVA 2 Certificate – Bilingual secretarial course 

1997

Ballsbridge College of Business Studies
 
