
 

Client Service Specialist 

Fast growing, fee-only wealth management firm located in the Minneapolis / St. Paul area is 

looking for an experienced, full-time Client Service Specialist to join our team.  This person will 

be responsible for working with clients and all Wealth Advocates / Advisors of SWA in a 

support role as we address key areas of wealth management for our clients.  Those areas 

include: 

 Retirement planning 

 Investment and cash flow analysis 

 Multi-year tax planning 

 College planning 

 Mortgage / debt analysis 

 Insurance planning 

 Estate planning 

 Small business consulting 

 

Responsibilities Include: 

 Prepare for annual / semi-annual client review meetings with Wealth Management and 
Investment Management clients including: 

 Preparing the initial draft of each review meeting agenda. 

 Updating client Net Worth Statements with current values. 

 Connecting with clients to request updated values as well as topics they would like 
to discuss at the upcoming review meeting. 

 Participation in the financial planning process including: 

 Establishing initial financial plan templates 

 Reviewing drafts of each financial plan for grammatical correctness 

 Compiling financial plans and forwarding the final copies to clients 

 Handling Charles Schwab and TD Ameritrade paperwork.  This involves completing 
forms, sending them to clients, and following up to ensure completion.   

 Assist in creation and updating of processes and work flows to provide a more 
consistent client experience for each client. 

 Assist SWA clients with various day-to-date needs such as accessing and using SWA’s 
online systems. 



 Respond to client requests and initiating transactions when applicable. 

 Assist in the training of future Client Service Specialists 

 

Required Knowledge, Skills and Competencies: 

 The ability to provide a high level of client service in a calm, courteous and professional 

manner is a must.   

 Strong computer skills, including experience with Microsoft Office 

 Experience with financial planning tools is a plus 

 Excellent communication and multi-tasking abilities are a must 

 Confidence in dealing with clients (new and existing) 

 Comfortable with in-person working environment as well as virtual workplace 

 1 to 3 years of industry experience is preferred 

Our compensation package includes a competitive base salary, with bonus potential, paid time 

off and retirement plan benefits.  Long-term benefits could include promotion. 

Summit Wealth Advocates, LLC is a Fee-Only Wealth Management Firm.  SWA advises clients 

across the United States, managing assets in excess of $250 million.  We are a rapidly growing 

Wealth Management firm looking for team members that want to grow with us.   Please visit 

our website at www.summitwealthadvocates.com for more information about SWA. 

Please forward your resume and salary expectations to Kay Strand at 

kstrand@summitwealthadvocates.com 

 

 


