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Title:   Second Chair Advisor  (Service Advisor)
Our firm, a wealth management practice based in ____________________ is hiring a Second Chair Advisor to work closely with a Senior Advisor by sitting in client meetings and quarterback internal planning processes.  The right candidate should have planning experience, confidence in speaking with clients and the ability to create and follow through on practice work-flows.   
Primary Responsibilities:
· Be present in client meetings to take notes, listen for key details and be able to bring perspective when necessary.  

· Ensure details and notes of the client interaction are taken to the right team members, placed in the CRM system and an action plan for next steps is created.

· Quarterback the internal process to ensure case preparation, plan updates, research and other client needs are addressed in a timely and orderly manner.  

· 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 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
· 3+ years of financial planning experience 
· CFP ® designation 
· Experience with the following software:

Compensation & Benefits:


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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