

Sample Client Service Associate Job Description
The below is a sample of a senior financial adviser job description. Customize this to align with the role in your firm. Review and update roles every one to two years. Every one to two years. 





	JOB TITLE:
	Client Service Associate
	STATUS:
	Exempt

	REVISION DATE:
	4/1/2022
	REPORTS TO: 
	Business Manager



Impact, Purpose & Outcome
The purpose to this role is to create satisfying experiences for clients, making them feel like they are our only client. This role sets the tone for the firm’s relationships with clients and is integral to the delivery of an amazing client experience. Without the operations support of this position, clients wouldn’t achieve their goals. Success in this role will result in:

· Authentic, long-lasting relationships with clients
· Clients who rave about the level of support they receive
· Consistent, accurate and timely execution of client service and operations items
· Less than X client complaints regarding errors / paperwork processing per year
· Client retention of 90% or better
· Consistent client referrals (X per year)

Key Responsibilities 
The Client Service Associate implements routine client requests, including preparing reports and other documentation on demand. The position also schedules and prepares for meetings between clients and advisers and follows up on action items. 

· Builds and maintains client relationships by providing excellent service and ensuring that client expectations are exceeded on a daily basis 
· Field client phone calls and correspondence in a timely and professional manner
· Onboard new clients through the intake and management process, including assistance with the set-up of new client accounts and sending thank you letters to referrals
· Completes account paperwork and processes any returned documents from clients including contracts & investment policy statements, applications, transfer paperwork, etc. according to established department procedures
· Prepares conference room for client meetings, ensuring desired refreshments are available and that the conference room is presentable
· Assist in preparation of all client meetings and calls, including sending out agendas and preparing materials
· Effectively manages and prioritizes client service tasks and follows CRM work flows
· Supports preparation of investment plans, financial plans, and client reviews under the direction of advisers
· Inputs and maintains accurate client information and paperwork in all appropriate systems and technology and file locations
· Tracks outstanding client service items and updates wealth management team on a weekly basis
· Assembles client quarterly reports, newsletters, billing for review
· Ensures proper compliance by reviewing and maintaining the appropriate paperwork
· Assists clients with gathering complete cost basis information for their portfolio
· Acts as back up to the administrative assistant
· Provides support to advisers as needed or requested

Experience, Skills and Core Competencies
· 2-5 years operational experience within the financial services industry; specifically, in a broker/dealer or registered investment advisor environment
· Series 6 or Series 7, and Series 63 (or equivalent) required; or must be obtained within 6 months from start of employment
· Ability to work independently to research and resolve client issues
· Must be tech savvy and proficient with Windows, Word, and Excel
· Must understand appropriate paperwork and procedures necessary to process transactions
· Strong organizational, analytical, communication and interpersonal skills. 
· Ability to work effectively in a fast-paced and deadline-oriented environment. 
· Excellent written and verbal communication skills
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