
Our innovative and growing company is looking for an office services specialist. If
you are looking for an exciting place to work, please take a look at the list of
qualifications below.

Responsibilities for office services specialist

Exceptional ability to build trust and communicate with members in order to
fully meet their needs
Competence to maintain a high level of accuracy and proficiency in all aspects
of account maintenance
Ability to meet adherence expectations
Highly motivated with the capacity to work as a team player and also as an
individual contributor
Desire to revolutionize consumer driven healthcare
Manage, support, and maintain servers and tools that allow for remote and
automated deployment of operating systems, patches, updates, drivers and
security items to thousands of desktop, laptops and mobile devices across
the entire university system
Apply independent judgment, through testing and research, to keep up to
date and deprecate shared content on endpoint management services,
included but not limited to software packages, drivers, OS and boot images,
configurations, and items in support of security policies
Work with unit IT Professionals and Help Desk personnel to analyze issues
and provide ongoing guidance and solutions related to the services
Analyze and provide usage, security, compliance, and inventory data to
respective groups
Communicate to stakeholders, contributors, unit IT Professionals, Tier I Help
Desk and end-users, via appropriate communication channels, about service
offerings and issues
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Communicates regularly with financial advisors, management, outside
investment, stock transfer agents and others to
In‐depth knowledge of administrative requirements related to wealth
management products, services and practices
Understanding of legal, regulatory and tax implications of wealth
management transactions
Knowledge of the securities industry and terminology, including such terms
as remainder man, donors, overdrafts, transfer
Valid Texas Driver’s License without violations
Operate motor vehicle for post office mail pickup and drop-off


