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Sample Associate Advisor  
Job Description
The below is a sample of an associate financial advisor job description, which typically has limited business development responsibilities. Review and update roles every one to two years. 







	Job Title:
	Associate Financial Advisor (Level I)
	Status:
	Exempt

	Revision Date:
	4/1/2022
	Reports To: 
	Senior Advisor



Impact, Purpose & Outcomes
[bookmark: _Hlk48652186]The Associate Advisors’ top priority is supporting advisors, along with the financial planning and investment processes, to ultimately ensure clients achieve their goals. The end result is fulfilled and engaged clients that have gained clarity, confidence and peace of mind. The next priority is to advance in the role and learn the competencies necessary to become a fully independent advisor. Success in these areas will result in: 

· Authentic, long-lasting relationships with clients
· Educated and informed clients who feel confidence and peace of mind
· Consistent, accurate and timely execution of client service, materials, analysis and plans needed to help clients achieve their goals
· Client retention of 90% or better
· Maintain up to $X in house accounts / X client relationships
· Consistent client referrals (X per year)
· Expansion of financial planning and investment expertise and knowledge

Key Responsibilities 
The Associate Advisor position contributes to the firm’s growth by ensuring exceptional service for both existing clients and prospects.  This role demonstrates competency in investment and planning practices to develop financial plans and partner with advisors and team members to address the specific needs and service issues of clients, as well as acting as relationship manager for house accounts and clients below $100K in AUM.

Supporting the Financial Planning & Investment Processes
· Coordinate financial plan development, including initial financial plan data entry, and working with financial advisor to develop recommendations
· Create quarterly and/or annual client summaries of net worth, estate distribution, insurance, income tax, cash flow projections, and investments.
· Monitor client financial plan and advise on changes that are necessary
· Place trades as directed by supervisor / coordinate with investment management team to ensure execution of investment strategy
· Adhere to all compliance/risk procedures, follow corporate and industry protocols, and protect the interest of the client and the firm at all times





Preparing for and Attending Client Meetings
· Support financial advisors with client services, including preparation of well-polished documentation and presentation materials for meetings
· Support preparation for client meetings, including preparing agendas and client meeting materials
· Attend and participate in meetings with prospects, new and existing clients
· Record meeting notes on topics covered, changes in client’s needs, and action items
· Summarize meetings and schedule action items in contact management software
· Complete all action items utilizing firm processes and procedures.

Act as Relationship Manager and Deliver Exceptional Client Services
· Act as primary point of contact and advisor for house accounts under the direction of a senior advisor
· Work in conjunction with the lead advisor to deliver services to clients
· Work with advisors and team to ensure all actions for clients are tracked and completed
· Lead initiatives focused on value-add content delivered to clients such as content marketing
· Communicate and follow up regularly with clients about changes to their accounts.
· Develop strong relationships and rapport with clients 

Experience, Skills and Core Competencies
· Bachelor’s degree
· Financial services experience required; ideally in B/D or RIA environment
· Completion of CFP® coursework and intention to obtain CFP® designation within X years
· Competency in investment and financial planning with proficient technical capabilities
· Advanced level computer skills; thorough knowledge of Microsoft Office imperative, familiarity with eMoney software preferred
· Excellent oral, written and interpersonal communication skills.  
· A passion to help clients achieve their goals, and a desire to strengthen alliance 
partnerships in order to facilitate this work 
· Exhibits a strong desire to develop personal and professional skills, together with knowledge and understanding of investment philosophies and planning practices
· Strong analytical, organizational, presentation, and computer skills
· Excellent verbal and written communications
· Proactive team player able to work in a fast-paced environment
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