                                            [image: ]
	
                                                                    www.lead-advisor.com


Title:   Client Service Associate  [investment focused]
Our firm, a wealth management practice based in ____________________ is hiring a Client Service Associate (CSA) to deliver a first class experience to our clientele.   The ideal candidate should have _____ years of experience working in a wealth management practice and be investment licensed.  
Primary Responsibilities:
· Owning the client onboarding experience through new account openings, asset transfer and high touch service with clients throughout the process.

· Triage client questions to get a timely and accurate response by your own knowledge, research or relaying more complex questions to other team members to answer. 

· Assist existing clients with distributions, transfer of assets and other movement of money.  

· Assist other team members to ensure quarterly/annual reviews are prepared by updating financial plans and performance reports.

· Ensure all client files are updated in our CRM system. 

Other responsibilities (but not limited to):
· Placing trades
· Helping clients to complete insurance, annuity and other applications. 
· Researching various topics in investments, tax, insurance and retirement planning.
· Schedule and Calendar Management 
· Managing the client appreciation schedule 
Preferred Qualifications:
· Bachelor’s Degree
· The following licenses or credentials:
· 
· Experience with the following software:

Compensation & Benefits:


More About The Firm:
PLACEHOLDER TEXT FOR SUMMARY ABOUT THE FIRM. 

	
Property of Lead Advisor, LLC.
       Disclaimer:  Employers and users should ensure any documents they use are compliant with their local employment laws before using. 
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