
Indeed Ad: 
Job Description 
Align Financial is an innovative and client centric firm that specializes in financial planning and investment management with an emphasis on serving women and health care professionals. Please visit our website, www.align.financial, to learn more about our firm. Align Financial is currently seeking an Executive Assistant/Client Service Manager to join our team in Duluth, Minnesota. 
The Executive Assistant/Client Service Manager is responsible for handling day-to-day office workflow as well as ongoing client communication and relationship management. For the right individual, this role provides the opportunity for meaningful growth and flexibility. A financial services background is not required, but the ideal candidate will demonstrate a commitment to learning the details of our business and have a focus on creating an incredible client experience.
In this role, you will be responsible for:
· Proactively and reactively interfacing with clients via phone and email and in person 
· Delivering a high-quality and consistent client experience while proactively identifying areas for improvement 
· Acting as the first line of defense for inbound phone calls and office traffic, screening when necessary 
· Processing and tracking client paperwork and serving as point-person on back-office operational and trading systems 
· Scheduling and confirming appointments and maintaining lead advisor’s calendar 
· Supporting the overall business with special projects and tasks as necessary 
This role requires:
· At least 2 years of experience in a professional role with preference given to candidates with executive assistant and/or client service backgrounds 
· A professional demeanor and advanced communication skills, including strong phone and email etiquette
· Insistent attention to detail and a commitment to superior work product 
· Self-directed time management and multi-tasking capabilities and outstanding organizational skills
· Demonstrated integrity, work ethic, and an obligation to maintain firm and client confidentiality 
· Poise and maturity, especially in stressful situations 
· Familiarity with or willingness to learn industry-related computer programs and proprietary back-office systems 
· The ability to work independently
· A college degree or equivalent work experience
· The ability to be bonded and pass a background check 
Advantages:
· Acumen to work and problem-solve independently 
· High level of position ownership 
· Dedication to self-improvement and ongoing skill development 
· Technological savvy 
· A positive attitude and energetic presence 
· Previous financial services experience 
· Series 7 licensed 
What you can expect:
Align Financial is not your typical financial services office environment.  We have an entrepreneurial team focused on developing a culture of mutual support and organizational and personal growth. For the right person, this is an amazing job. In addition to only accepting nice people as clients, so long as all the work is getting done, work hours are flexible and vacation/personal days are relatively frequent. As a small business owner with only one full-time employee, and two virtual specialty staff, we can only afford to hire the best.  If you are looking for a long-term job with a negotiable compensation and bonus package, industry leading vacation policy and a somewhat flexible schedule please send me an email (tanya@align.financial) with your resume and an explanation of what makes you the best employee I could hire. 






Craigslist Ad: 


About Us: 
Align Financial is an innovative and client centric firm that specializes in financial planning and investment management with an emphasis on serving women and health care professionals.  Please visit our website, www.align.financial, to learn more about our firm. Align Financial is currently seeking an Executive Assistant/Client Service Manager to join our team in Duluth, Minnesota. 
Job Description: 
The Executive Assistant/Client Service Manager is responsible for handling day-to-day office workflow as well as ongoing client communication and relationship management. Basically, your job is to help me manage my client relationships.  This allows me to remain focused on the tasks only I can do (e.g. advising my clients, analyzing and , creating their financial plans, managing their investments, etc.).  In a typical week this includes: managing my calendar, handling most income client calls and requests, scheduling/confirming appointments, processing and tracking paperwork, fixing the printer, coordinating a new phone system, proofreading marketing materials for spelling/grammar, developing and managing client events, etc.  As a small business, no task can be too big or too small. For the right individual, this role provides the opportunity for meaningful growth and flexibility. A financial services background is not required, but the ideal candidate will demonstrate a commitment to learning the details of our business and have a focus on creating an incredible client experience. 
What you can expect:
Align Financial is not your typical financial services office environment.  We have an entrepreneurial team focused on developing a culture of mutual support and organizational and personal growth. For the right person, this is an amazing job. In addition to only accepting nice people as clients, so long as all the work is getting done, work hours are flexible and vacation/personal days are relatively frequent. As a small business owner with only one full-time employee, and two virtual specialty staff, we can only afford to hire the best.  If you are looking for a long-term job with a negotiable compensation and bonus package, industry leading vacation policy and a somewhat flexible schedule please send me an email (tanya@align.financial) with your resume and an explanation of what makes you the best employee I could hire. 



















Interview Format & Questions
1) Resume and cover letter submission and review
· Resume demonstrates qualifications (foot in the door)
· Cover letter – review for grammatical correctness and ability to convey an idea through writing (suggestion: instead of requesting that candidates complete an additional assignment, designate a specific topic for the cover letter that may be unrelated to their resume) 
2) Phone screening (approx. 30 minutes) 
· Basically, make sure they’re a real person, able to hold a conversation 
· Have them walk you through their resume
· Why are they interested in the position?
· Why are they searching for a new job?
· What specific administrative or client service experience do they have?
· What are their salary expectations?
· Any special situations/constraints that you need to know about?
· Optional personality/behavioral questions or you can save these for the next round interview
3) In-person interview (approx. 1 hour)
· Assess personality and culture fit 
· I like Stephanie’s “outside the box” questions, so I’ll focus on the more traditional points to hit; personally, I am not a huge fan of brain teasers or gotcha-style questions, but behavioral and/or situational questions may be appropriate and informative in some cases. For example, if I asked you to contact a prospective client for me to step up a meeting but gave you only their name, no contact info or descriptive information, how would you track them down? (There’s probably a better example than this). 
· What is their commitment to self-improvement/skill development?
· Favorite books/podcasts/new sources/blogs 
· Potential cultural fit questions:
· Who is the most difficult person you’ve had to deal with? How did you manage the relationship?
· What type of work environment do you thrive in?
· What time of day do you feel most productive?
· Describe yourself in 3 words. 
· What is/was your favorite aspect of your current/last job? Least favorite? 
· Random/personality questions:
· What place that you’ve traveled to would you visit again? Or, if I offered you a free round-trip ticket anywhere in the world, where would you go?
· What is the weirdest food you’ve ever tried? (I think being a picky eater reveals narrow-mindedness in general – I hope this is not offensive in any way!) 
· Tim Ferriss-style questions:
· What book do you think everyone should read and why? 
· What is your favorite failure? How did it set you up for something better, or what did you learn from it? 
4) Possible meeting with team to get sign-off (not sure if this will apply to you) 
5) Offer, salary negotiations, etc. 

Spoke with my friend at WF. She said she pays her primary assistant (17 years of industry experience) $65,000 base + bonus + insurance and 401k. Bonus cannot be directly tied to revenue per WF but they have set up various targets for her to meet that correlate with revenue. Her bonus ends up being about $10k, but she pays $5k of this to her HSA to get a tax write-off. Her other assistant (who is more administrative/receptionist focused) works 25 hours/week and is paid hourly. She gave me what this costs her annually, which comes out to be roughly $16/hour. I'm really not sure how that compares to industry standards. $75k seems high to me, especially in Memphis, but $16/hour seems low. Hope that helps. I agree having a completely virtual assistant may be weird if you'd like the person heavily involved in the client experience. For answering phones/appointment setting only, it would probably make more sense.

Tell me your experience with excel/outlook/one note and/or other project management tools 
Tell me about a time you’ve been bored at work. 
Tell me about a time where you’ve had to use your judgement 
Tell me about a project you’ve run from start to finish 
What part of your job requires initiative and being proactive – if any?
If you were offered this job – what are you biggest concerns/reservations? 
Most of us have some sort of ideas about our long term plans.  I recognize this job might not be my next hires final destination in their career path.  Where does this job fit in the big picture of your life / vision / plans over the next five years? 
· What is their commitment to self-improvement/skill development?
· Favorite books/podcasts/new sources/blogs 
· Potential cultural fit questions:
· Who is the most difficult person you’ve had to deal with? How did you manage the relationship?
· What type of work environment do you thrive in?
· What time of day do you feel most productive?
· Describe yourself in 3 words. 
· What is/was your favorite aspect of your current/last job? Least favorite? 
· Random/personality questions:
· What place that you’ve traveled to would you visit again? Or, if I offered you a free round-trip ticket anywhere in the world, where would you go?
· What is the weirdest food you’ve ever tried? (I think being a picky eater reveals narrow-mindedness in general – I hope this is not offensive in any way!) 
· Tim Ferriss-style questions:
· What book do you think everyone should read and why? 
· What is your favorite failure? How did it set you up for something better, or what did you learn from it? 
· Are you a paper person?  Or online?  How do you keep track of your tax returns? 
· What are you curious about ?  



Scenario’s: 

I’m out for the day – you have to leave to run some errands eg: get a signature or meet a vendor.  What do you do about the phones? 

According to our business plan – we agree to close on Friday’s at noon in the summer, but you notice I’m sending you home but I’m still here.  What do you do? 

We’re having issues with our printer?  What do you do?

A client comes in and I’m running late for our meeting.  What do you do? 




