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FINANCIAL ADVISORS




Client Service Manager
Independent Financial Advisory Firm

30 hours a week

Pay commensurate with experience.
GENERAL DESCRIPTION

Duties and responsibilities include but are not limited to:

• Schedule client and prospective client meetings

• Follow up with clients (for example): request paperwork/documentation; ensure all action items that result from meeting are accomplished

• Maintain prospect and client database

• Organize client files/documents

• Update client files electronically (Excel)

• Coordinate travel

• Create and maintain a procedures manual for advisor processes

• Act as a project manager for special projects

• Sort and distribute office mail. Open mail for principal and determine level of priority

• Answer phone for principal. Take message or field/answer all routine and non-routine questions

QUALIFICATIONS

• Intermediate/advanced knowledge of Microsoft Word and Excel

• Experience with the use of database software for tracking client and prospect information

• Continual attention to detail in composing, typing and proofreading materials

• Ability to work in a fast-paced environment and to adapt easily to change

• Ability to take the initiative

• Ability to manage multiple competing tasks and demands, establish priorities and meet deadlines

• Excellent interpersonal communication, spelling and grammar skills

• Appreciation of how work is accomplished in a team centered environment

• Experience in all facets of office management

• Ability to communicate effectively and professionally both orally and in writing

• Strong organizational, time management and project management skills

• Ability to solve problems and work well under pressure

• A good sense of humor, patience, and a positive disposition

• Ability to work independently with minimal supervision

• Strong problem solving skills

How to apply

Please submit a handwritten cover letter along with your resume and salary requirements by fax to 916.772.3104 or scan and email to erin.lynch@nlmp.com

For more information about our company, visit our website at: www.lynchfinancialadvisors.com
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