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Investment Operations Role Description

Role Names:  Investment Operations Associate,  Investment Operations Specialist, Trading Associate, 

The Investment Operations Associate (Associate) works closely with the Wealth Management Advisor and/or the Director of Investments to ensure a seamless process between the client and the appropriate team members  in the practice.   
 
 
Client Onboarding Experience
· Prepare and complete investment account opening paperwork
· Manage investment account opening status tracking
· Provide a world class experience as the investment client onboarding lead
· Coordinate and execute 401(k) rollover calls with clients and plan administrators

Trading
· Initial onboarding trading 
· Ongoing trading
· Tax loss harvesting
· Opportunistic rebalancing
· Tactical tilts
· Elimination of current holding(s) and/or introduction of new holding(s)
 
Servicing
· Assist clients with investment account related questions
· Assist clients with transaction requests
· Managing client review schedule
· Working with the other team members on special projects 
· Assist with money movement whether to fund or make distributions from accounts

Other potential responsibilities:
· Benchmarking and creating performance reports
· Creating investment proposals
· Ensuring all information is up to date in CRMS
· Ad hoc investment research reports 

 Typical Qualifications: 
· Has a Series 7 and 66 licenses, active
· Has investment industry experience
· Is highly detail oriented and procedural
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