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Concierge Service Associate
FULL-TIME POSITION
We’re looking for an administrative service pro who manages paper and people with ease.  This person would have top notch Microsoft Office skills, loves organizing paper and projects, is a pit bull when it comes to follow through, and where details rarely slip through your grasp.  Amazingly, this person also loves serving customers and people often comment on their warm and professional phone presence.  We would like someone who has a ton of energy and enjoys a fast-paced environment
About you 
* You have super organizational ability and follow-through skills 

* You love helping people 

* You have the ability to anticipate and solve problems

* You have exceptional grammar skills 

* You’re detail-oriented and are a natural organizer 
* You’re experienced in Microsoft Office
* You are very well-spoken and professional in appearance 

* You have a warm and professional demeanor
* You are an experienced user of a data base, contact management or Client Relationship Management program. 

About us

Sweet Financial Services, located in Fairmont, MN, offers their clients comprehensive retirement planning services.  Financial Advisor and business owner, Bryan Sweet, has been repeatedly recognized by industry publications as one of the top financial advisors in the U.S.  Our clients frequently have complex needs involving retirement distributions planning, wealth transfer, investment and business succession.  Our team is cohesive, collegial, fast paced and professional.  Together, we provide our clients with an extraordinarily high level of service.

Responsibilities (including but not limited to)
* Take most incoming CS related calls and process requests from clients

* Respond to client requests for service and process within CS service standards

* Schedule liaison for the office
* Research and trouble-shoot service issues 

* Prepare FA’s for client meetings through appointment prep process
* Set up client files and maintain client data in our Client Relationship Manager program 

* Prepare advisor for client meetings with appropriate forms 

* Data and research

* Send out client correspondence

* Provide “concierge” service to clients on a pro-active basis

Salary commensurate with experience.  Please send e-mail to brittany@sweetfinancial.com with resume, cover letter and salary history.  Direct Supervisor: Jessica Salic, Director of Concierge Services. 
