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Position 

Client Experience Coordinator 
 

 
We are an independent wealth-advisory firm on the Peninsula offering financial 
planning and investment management to individuals, families and institutions.   
 
We believe clients come first.  Every action we take is in, and for, our clients’ best 
interest.  We consistently remind ourselves that we exist because of our clients. 
 
We believe trusted relationships are sacred.  Trust forms the foundation of our 
relationships and, thus, we seek to cultivate trust every day.  We work hard to build 
and maintain our clients’ trust.  We always tell our clients the truth, in good times and 
in bad.  We deliver the advice they need to hear rather than what they want to hear. 
 
We believe in simplifying the complex.  By doing so, we simplify our clients’ lives so 
they can focus on what is truly important to them.  We work to communicate with and 
educate our clients so they are not confused by what we do.  We provide greater 
clarity to our clients through our innovative and solutions-based approach. 
 
We believe we can impact others’ lives.  We strive for an intimate understanding of 
our clients’ values and goals so we can serve them better.  We want each client to 
feel like they are our most important client and that we a make meaningful difference 
in their life.  We strive to exceed client expectations.  The service we provide should 
not just be excellent, but also delivered with care and compassion.  We believe our 
service must always be our differentiator and help us to develop raving fans. 
 
We believe independence matters.  It enables us to always think and act with the 
client in mind and to offer them the best resources available regardless of their 
position. 
 
We believe in teamwork.  As a team, we remain accountable to, and rely on, each 
other in the important work that we do.  We build trust and credibility with each other 
through commitment, hard work and mutual support. 
 
We work together because we share these beliefs.  We happen to be wealth advisors. 
 
Today we seek to grow and enrich our team.  Do you share our beliefs?  Are you 
dedicated to understanding and helping others?  Do you strive for professional and 
personal excellence?  Are you willing to learn, work hard and sacrifice for a shared 
vision? 
 
If so, tell us why.  Send us your resume and a detailed cover letter.  Let’s talk. 
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Position Overview 
 

The Client Experience Coordinator enhances the team’s effectiveness by 
representing the company favorably to new and existing clients through stellar client 
service. This individual will offer critical organizational support to the Advisory team 
and assist with projects as needed.  
 
Duties & Responsibilities 
  

§ Pro-actively schedules and manages client meetings 

§ Creates and maintain written procedures for all administrative tasks including 
updating Client Relationship Management (CRM) software with client 
scheduling and meal preferences 

§ Provide administrative support to the entire advisory team and handles special 
projects and tasks from the Executive Team 

§ Ensures a positive first impression by exhibiting a consistently positive friendly 
and open demeanor conducive to greeting clients and visitors to the office 

§ Offers refreshments to guests and alerts appropriate team members as 
needed.  

§ Answers telephone and direct calls to appropriate team member and takes 
messages as needed. 

§ Provides support for client experience activities including creating and 
sending birthday, anniversary and special occasion cards, flowers and gifts to 
clients, etc. 

§ Assists with the coordination and planning of both internal team and client-
focused events 

§ Orders and sets-up client, team and brown bag lunch events  

§ Maintains office supplies and communal groceries as needed 

§ Distributes mail and packages to team members 

 
Qualifications 
 

§ 2+ years of experience in an administrative capacity with a strong track record 
of reliability, organization, achieving performance goals and managing 
responsibilities.  

§ Bachelor’s degree preferred. 

§ Event planning experience a plus 

§ Proficiency in Microsoft Office suites including Outlook, Excel, PowerPoint, etc. 

§ Experience with CRM and document management software a plus 

§ Familiarity with custodial platforms such as Schwab and TD Ameritrade a plus 
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Other Skills & Experience 
 

§ Continuously exhibits personal integrity and professional initiative; 
understands the high level of honor required in maintaining client 
relationships. 

§ Dresses and acts in a professional manner at all times 

§ Exemplifies our philosophy, culture and values and has a keen understanding 
of truly stellar service to both external and internal clients.  

§ Reliable, follows through on commitments, does not shrink from new 
challenges. 

§ Must be organized, detail-oriented and able to multitask. 

§ Demonstrates a commitment to accuracy by delivering high quality work. 

§ Has strong interpersonal, verbal and written communication skills.  

§ Ability to work independently as well as collaboratively  

§ Manages responsibilities and sets priorities with minimal supervision 

§ Flexible team player who is highly adaptable to change, open to new ideas and 
demonstrates thoughtful strategic and innovative thinking  

§ Proven ability to work successfully in an entrepreneurial, small company 
environment. 


