
Our company is growing rapidly and is looking to fill the role of client service
administrator. Thank you in advance for taking a look at the list of responsibilities
and qualifications. We look forward to reviewing your resume.

Responsibilities for client service administrator

Utilize firm tools and resources to proactively deepen relationships with
clients, the Home Office Financial Advisor
Open and service accounts for entertainment clients
Assist with operational functions such as processing wires, borrowing
requests, and all things account related
Daily Servicing
Respond to queries received from clients and internal partners, drafting file
notes where necessary
Work closely with and support the Custody Account Managers as necessary
Prepare daily reports for the team to check
Open and route Fund of Hedge Funds (FOHF) post to the appropriate team
Regular liaison with the FOHF team to manage the flow of trade instructions
Instruction Receipt and/or Processing

Qualifications for client service administrator

Team Meetings/Daily Communication
Must be able to analyze and propose solutions to a problem completing all
tasks required in its resolution
Minimum two years financial services industry experience
Proven working knowledge of stock options, employee stock purchase plans,
dividend equivalent rights, restricted stock and ASC 718 and/or corporate

Example of Client Service Administrator Job
Description
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Advanced PC skills including all Schwab platforms and applications with
heavy proven and demonstrated skills in MS Office (excel formulas and
knowledge is preferred)
Flexible working schedule including the ability to support multiple time zone
clients (possible overtime with little to no notice may be required)


