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Client Services Associate
{Company Name} is looking for an experienced Client Service Associate to join our team in {City, State.} This role will be responsible for the administration of client services as it pertains to client interaction and management of accounts. The Client Service Associate will build client relationships and support business development efforts.  
Responsibilities:
· Highly knowledgeable of financial terminology and definitions
· Compile and update necessary documents, contracts, etc.
· Manage sales-related material and documents
· Assist clients with application process
· Work closely with M&O’s business department
· Schedule and coordinate meetings and appointments
· [bookmark: _GoBack]Perform data in the CRM system
· Build relationships with future prospects
· Learn and implement all company polices
· Creating client IRA accounts
· Obtain all necessary approvals and ensuring all clients documents are returned, completed and approved. 
· Perform all client services issues 
· Create and conduct annual reviews 

Qualifications:

· Bachelor’s degree in business, finance or related field
· Prior experience in customer service or account management preferred
· Strong interpersonal skills
· Willingness to obtain securities license 
· Life Insurance Licensed
· Strong organizational skills and time management skills 
· Excels in financial analytics
· Strong computer skills and knowledge of Microsoft Office 
· Deadline driven and adept problem solver
· Thrives in fast-paced environment 
· Able to think strategically and operate effectively with management.

What we offer:
· Base salary with bonus potential
· Full benefits
· Paid time off








	
image1.jpeg
O’ OFFICE
OPTIMIZATION




