


Position

:
Associate Financial Planner
Status

: 
Full-time, Hourly, Exempt, At-Will
Supervisor

:
Jeremy Kovacevich, Director of Advisory Services
Summary: 

This is a professional position that will support Financial Planners and Wealth Advisors directly in servicing the existing and prospective clients of the firm. You will be expected to perform various tasks including preparing financial projections using various financial planning software applications. You must have the ability to utilize critical thinking skills, work within a team, and anticipate firm needs and client questions. Qualified candidates will be detail oriented, structured and have a high degree of follow through.
Initial Responsibilities May Include:
· Identify and create financial analyses for clients; including estate planning, education funding, stock options, risk management needs, cash flow & retirement analyses.
· Manage all aspects of pre-client meeting activities; such as preparation of meeting agendas and asset allocations.

· Create and oversee post-client meeting tasks; such as writing meeting notes, performing financial situation analyses, and coordinating planning implementation with internal and external professionals.

· Support the monitoring of clients’ financial situations with detail and accuracy.
· Driven to work and learn things in a fast paced environment.

· Manage priority shifts / changes with ease. 
Requirements & Qualifications:
· B.S. degree from an accredited four year university, preferably in financial planning, business, finance or economics.
· CFP® certification or in process of obtaining.
· Strong financial and math analytical skills.
· Strong verbal and written communication skills.
· Basic understanding of investment and financial planning strategies for high net worth clients.
· Ability to identify, meet and follow through with client needs and requirements.
· Must be a self-starter, problem solver and a goal-oriented team player.

· Organized, with a strong attention to detail.
· Able to perform multiple tasks.
· Show confidence, yet in a humble manner, when dealing with clients, firm Financial Planners and Wealth Advisors.
· Excellent knowledge of Microsoft Excel, Word and PowerPoint and familiarity with MoneyGuidePro preferred.
Physical Demands of Job: 
This position requires frequent sitting, standing, walking, talking, hearing, use of hands and fingers and reaching with hands and arms.  This position requires occasional stooping, kneeling and crouching.  Incumbent is required to lift and carry up to 25 pounds.  This position requires good close, distance and color vision.
Position Description








