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Job-Posting Template and Samples
Below are best practices and sample job postings that you can use as a part of your overall hiring process.




Job-Posting Guidelines & Sections
Creating a job posting seems like a small task, but it can be a roadblock in the hiring process. Whether you’re advertising your job opening on an internal site or an external one — like Indeed, LinkedIn or Glassdoor — craft your posting following these best practices:

Determine and define a relevant title
The position titles and keywords you choose can determine how easily a candidate finds the role. While titles like “Director of Client Experience” may sound catchy, be sure you are not making the position difficult to search for, or using titles that can mislead applicants regarding the level of professional experience required.

Write an introduction designed to drive interest and identify quality candidates
Your introduction should entice a candidate’s interest. This can be done a number of ways, but not by starting with “The responsibilities of the position include…” 

Sell the position, and define the requirements
A job posting is different from a job description. A posting is about attracting qualified candidates, not providing a laundry list of position responsibilities. The goal is to outline what the role entails and what skills, attributes, and qualities are needed to succeed in that role. 

Share important details that candidates are interested in
This is where you include information about your firm (keep it personal), the position (hours, pay, office culture, benefits, perks) or anything else the applicant may find interesting, including your hiring process.

Incorporate legal information
Don’t forget to include related disclaimers and disclosures.

Following are four sample job postings, which range from traditional to more edgy. All four will attract strong, enthusiastic candidates; the edgier postings will tend to attract go-getters unafraid of any challenge. Select the posting that most aligns with your corporate culture and individual preferences.










SAMPLE JOB POSTING: ASSOCIATE ADVISER / FINANCIAL ADVISER LEVEL 1
(TRADITIONAL)

Do you have a passion for financial planning? Are you looking to gain more experience while demonstrating that you have the initiative and aptitude to become a financial adviser? At FIRM NAME, our passion is helping our clients achieve financial well-being. We believe in working as a team and applying our collective expertise so that our clients don’t spend their retirements worrying about money.

We are looking for a self-motivated, quick learner to fill our Associate Adviser role. As the cornerstone of our advisory team, this role supports our financial advisers and financial-planning process. If you have experience in client-relationship management, service and financial-plan preparation, this role is a fit for you.

To be successful, you will need to demonstrate competency in investment and planning practices, be a team player and have a strong desire and ability to deepen your expertise. In this role, you will help develop financial plans, as well as partner with advisers and team members to address the specific needs and service issues of our clients. In addition, your responsibilities will include the following and more: 

Coordinating the Financial-Planning Process
· Coordinating the development of financial plans: inputting initial financial-plan data, working with a financial adviser to develop recommendations, et cetera
· Monitoring client financial plans and advising on necessary changes 
Preparing for and Attending Client Meetings
· Supporting preparation for client meetings, including preparing agendas and meeting materials
· Attending meetings with prospects and new and existing clients
· Participating in and recording meeting discussions and action items
· Summarizing meetings and scheduling action items in contact-management software
· Completing all action items utilizing firm processes and procedures

Acting as Relationship Manager and Delivering Exceptional Client Services
· Working in conjunction with the lead adviser to deliver services to clients
· Working with advisers and team to ensure all actions for clients are tracked and completed
· Leading initiatives focused on value-add content delivered to clients, such as content marketing
· Conducting client follow-up as necessary, in line with service model
· Developing strong relationships and rapport with clients 
Minimum Requirements 
· Bachelor’s degree
· Financial-services experience, ideally in B/D or RIA environment
· Completion of CFP® coursework and intention to obtain CFP® designation within 1 year
· 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 strong desire to develop personal and professional skills, as well as knowledge and understanding of investment philosophies and planning practices

Interested in applying? Submit a PDF of your résumé and cover letter through Indeed.com. All other attempts to reach our office will not be considered. 

SAMPLE JOB POSTING: EXECUTIVE / MARKETING ASSISTANT
(TRADITIONAL)

WHO WE ARE
At FIRM NAME, our passion is helping our clients achieve financial well-being. We believe in working as a team and applying our collective expertise so that our clients don’t spend their retirements worrying about money. We are looking for an experienced, top-notch individual with administrative and marketing skills who can be the right hand of our CEO. If you’re intelligent, driven, and have an incredible work ethic and attitude, we offer a friendly, dynamic team environment.

WHAT YOU WILL BE DOING
You will provide a blend of Executive Assistant, Office Manager and Marketing Assistant support to our CEO and advisory team. Our CEO is a natural marketer: extremely detail oriented, organized, committed to excellence and fun to work with. To succeed in this position, you will need to apply good judgment, critical thinking and problem-solving skills in order to juggle multiple schedules, projects and priorities while paying attention to details. 

In addition, your regular responsibilities will include the following and more: ensuring office administration runs smoothly by providing exceptional administrative support to our CEO; handling all office-administrative tasks; coordinating with outside vendors and consultants; coordinating schedules and plans for meetings, conferences and travel; and supporting client service and operations as needed.

You will also communicate with potential clients regarding firm services; assist in developing and implementing strategic and tactical marketing plans; manage the prospecting process from initiation to close; and coordinate speaking engagements, presentations and client events. 

WHAT MAKES YOU QUALIFIED? 
· 5+ years’ experience in executive assistance or office management 
· Experience in financial services — highly preferred for this to come from a broker/dealer or registered-investment-adviser environment 
· Experience supporting or developing marketing plans, including event planning
· Ability to work independently and as part of a team
· Ability to manage many moving parts, meet aggressive deadlines and juggle multiple priorities
· Tech savvy and proficiency with Windows, Word and Excel
· Strong organizational, communication and interpersonal skills
· Ability to work effectively in a fast-paced and deadline-oriented environment
· Dedication to exceeding quality standards and delivering services of the highest caliber

WHAT DO WE OFFER?
Great people deserve top benefits. We offer a complete package designed to support our employees. As a start, benefits include a medical allowance, 401(k) match and both paid and volunteer time off.

INTERESTED IN APPLYING?
Submit a PDF of your résumé and cover letter to hiring@firname.com. All other attempts to reach our office will not be considered.


SAMPLE POSTING: CLIENT SERVICE ASSOCIATE 
(EDGY)

You are the ultimate people person. A wiz in fast-paced environments. A master at executing every fine detail.

WHO WE ARE AND WHY YOU CARE
At FIRM NAME, we are committed to providing our clients with financial services unlike anything they’ve experienced. We are a strong team of rock stars focused on building an incredibly unique financial-advisory firm, all while crafting lives that we love and a workplace that makes us excited to show up every day.

WHAT YOU’LL BE DOING
We’re looking to hire an experienced Client Service Manager whose primary role is to provide exceptional service — to make every client feel like they’re our only client. You will serve as a resource for multiple advisers, manage all aspects of client service and execute on operational needs in a timely manner. You’ll fearlessly serve as the voice of the firm, working independently and taking initiative to resolve client issues with tact and grace under pressure. If you thrive on establishing and following processes, but can problem solve and flex to get things done, this is the role for you. 

WHAT SKILLS MAKE YOU QUALFIED
· 2–5 years operational experience within the financial-services industry, preferably in a broker/dealer or registered-investment-adviser environment
· Ability to work independently to research and resolve client issues
· Tech savvy and proficiency with Windows, Word, and Excel
· An understanding of 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
· Completion of Series 6 or Series 7, and Series 63 (or equivalent); must be obtained within 6 months of start of employment
WHAT WE OFFER
Great people deserve top benefits. We offer a complete package designed to support our employees. Benefits include a medical allowance, 401(k) match and both paid and volunteer time off.

WHY US? 
Because you’re not a number. We are a small but growing business that treats our clients and team members like family (or better). We believe in delivering exceptional client service, treating everyone with respect and doing good every day. For more information about us, visit website. EOE. A comprehensive background check may be conducted on applicants for this position. Our firm has an at-will employment policy.

INTERESTED IN APPLYING?
Submit your résumé and cover letter through Indeed.com. All other attempts to reach our office will be ignored. 






SAMPLE POSTING: ADMINISTRATIVE ASSISTANT 
(EDGY)

You are a master juggler. The picture of poise under pressure. A diva when it comes to details.

WHO WE ARE (AND WHY YOU CARE)
At FIRM NAME, we aim to blow our clients’ minds with first-class financial-planning and investment services. We’ve assembled a crackerjack team of service-minded people determined to address the unique needs of each and every client—all while fostering a lively and compelling workplace in which you can grow personally and professionally.

WHAT YOU’LL BE DOING
We’re looking for an experienced Administrative Assistant — someone with the poise, savvy and gumption to manage our client relationships. Whether in person or via phone, email or video, your job is to cultivate an atmosphere of openness, professionalism and reassurance for our clients, all while seeking opportunities to step up our client services or interactions. Multitasking will become your new favorite hobby as you juggle appointment schedules and confirmations, process client paperwork and support our financial advisers with efficiency and accuracy. If you excel in a fast-paced environment and can solve problems under pressure, this is the role for you.

WHAT SKILLS MAKE YOU QUALFIED
· At least two years’ experience in a professional role, preferably in an executive-assistant or client-services background
· An upbeat and hospitable attitude, advanced communication skills and a desire to make each client (and coworker!) feel welcome and important
· Unswerving attention to detail and commitment to producing superior work
· Poise and maturity, especially under pressure
· Familiarity with industry-related computer programs and back-office systems
· Self-directed time management, multitasking capabilities and outstanding organizational skills
· A college degree or equivalent work experience
· Completion of Series 7 licensing

WHAT WE OFFER
FIRM NAME is not your typical financial-services firm. We’re focused on fostering a culture of mutual support and personal growth — and we only accept nice people as clients. As long as your tasks are getting done, your work hours can be flexible and vacation days relatively frequent. If you’re looking for a long-term job with a negotiable compensation and bonus package, industry-leading vacation policy and flexible schedule, we’d love to hear from you.

For more information about us, visit website. EOE. A comprehensive background check may be conducted on applicants for this position. Our firm has an at-will employment policy.

INTERESTED IN APPLYING?
Submit your résumé and cover letter through Indeed.com. All other attempts to reach our office will be ignored. 
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