Administrative Assistant to Executive Director, Senior Investment Advisor, Private Client Group

Location: Toronto (Hwy 401/404 area)

Company XXX requires an experienced and energetic Administrative Assistant to join a team of 6 in supporting the financial practice of one of Company XX  top advisors.

The incumbent will be responsible for providing administrative assistance and secretarial support functions to the Executive Director, Senior Investment Advisor and his group.  These include managing his schedule, coordinating activities with clients, business associates, and the support staff and also assist in the running of the office operations and various client service activities.

Company XXX is a unique boutique branch office of company XXXproviding holistic Wealth Management solutions to its clients across Ontario, Quebec, Alberta and B.C. Company XXX is a subsidiary of the Bank of Nova Scotia.

This is an excellent long-term opportunity for the right candidate who has proven experience as an Administrative Assistant as well as experience in Client Services in the financial industry - preferably in the independent investment dealer channel (with Mutual Funds, Insurance, Stocks, Bonds and Financial Planning services).

This position offers a solid base salary commensurate with experience and the upside of a performance based bonus.

Key Responsibilities
· Manage appointment calendar and schedule.
· Set meetings for Executive Director, Senior Investment Advisor and his Associates.
· Prepare and coordinate written communication to clients.
· Assist in responding to client enquiries by coordinating the response with the rest of the support staff.
· Greet clients and guests.
· Code all client interactions and keep information updated on contact management software (ACT).
· Assist in organizing client events and marketing campaigns.
· Assist in preparing client newsletters and other marketing and advertising materials.
· Cross fill other administrative functions during absences and vacations of other support staff as needed.
· Assist in managing office operations including coordinating internal meetings, taking minutes, coordinating computer and other business machines technical support and in general ensuring that the office environment runs smoothly daily.
Qualifications
· Minimum of 5 years combined customer service and Executive Assistant or Administrative Assistant experience within in a retail mutual fund or securities dealer; specifically dealing with the public on customer services issues and enquiries.
· Post Secondary Education in related field.
· Successful completion of securities, or mutual fund courses; CSC completion and license would be an asset.
· Investment and Life insurance sales or support experience.
· Excellent verbal and written communication skills.
· Strong attention to detail, as well as strong proofreading, spelling and grammar skills
· Strong interpersonal skills and ability to deal effectively with a variety of clients and investment professionals.
· Experience and skills in managing people.
· Ability to work with minimal supervision as well as part of a team
· Ability to be flexible, adapt to change and to work under pressure
· Strong organizational and administrative skills and ability to prioritize and multi-task. 
· Advanced knowledge of computer applications, including MS Word, Excel, PowerPoint, and ACT or other contact management database programs or methodologies.
· Mature approach, with an ability to exercise sound judgment in responding to inquiries and solving problems.
· Flexibility to work longer hours as needed.
· Own transportation required. (Free parking provided).
