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Client Service Specialist 
Financial Planning Firm (insurance and investment products) 

GENERAL ACCOUNTABILITY: 

Accountable for providing a high level of client service support to attain business goals.  In 
harmony with this objective is an emphasis on satisfying client needs and expectations through 
efficient and effective service.  
 
The operations team member is expected to provide professional, knowledgeable sales and 
service support. 
 

Operations member will be expected to: 

 Work in a dynamic and changing environment  with new expectations, and multiple 
priorities 

 Be directly responsible for providing the kind of professional environment to help keep 
you organized and focused.   

 Have the ability to juggle and co-ordinate many unrelated activities, and to know who to 
contact when support is required  

 Maintain a positive outlook and attitude; ability to tolerate ambiguity and uncertainty 

 Build trust relationships with the co-workers, business partners and clients 

 Analyze data and facts to assist financial advisors in meeting clients needs/goals. 

 

 

Scope of Role: 

 

 Provide service 

 Provide superior service to both clients and financial advisors requests and 

inquiries 

 Proactively provide service to clients  

 Processing transactions 

 

 Technology 

 Microsoft Word, Excel and Powerpoint will be used to produce reports for 

advisors and clients 

 Client Management System  

 Communicate effectively using email (Outlook) 

 Access policy information on a variety of different web based platforms 

 

 Marketing  

 Assist in the area of scheduling appointments  

 Produce review reports for client meetings 

 Could include marketing strategies to new and existing clients 

 

 Administration 

 Filing 

 General office duties such as maintaining equipment, ordering supplies, etc 



1375 Gardiners Rd,  Kingston  ON   K7P 0L8 
Ph: 613.548.1885  Fx: 613.548.1885 

rebecca@securafinancial.com 

 

 

Client Service Specialist 
Financial Planning Firm (insurance and investment products) 

 

Required Skills & Behaviours: 

 

 Knowledge of the Industry: knowledge of life insurance and investment products are 
an asset.  Life and Mutual Fund licensing would be valuable. 
 

 Education: focused on continuing education 

 

 Communication:  strong interpersonal skills;  keeps people informed; listens well; 
responds promptly to requests and suggestions; confronts issues in an open and honest 
manner;  excellent written and oral communication skills;  effective telephone techniques 
 

 Current PC Skills:  proficient in using e-mail, Word, Excel (& PowerPoint), client 
management systems, and an aptitude for learning new technology.   
 

 Change Management:  understands the need to change;  responds to change in a 
positive manner and develops understanding and skill required for success; takes 
personal responsibility for adapting to change.   
 

 Time management and organization:  ability to prioritize multiple tasks and 
expectations; ability to plan and organize work;  meets deadlines.   
 

 Ability to work independently:   versatile, flexible, ability to be a self starter.  
 

 And in a team environment:  promotes harmony (open, approachable); recognizes and 
respects the needs of co-workers and business partners; promotes and supports all 
business goals and objectives.   
 

 Professional behaviour:  is committed to delivering the highest level of sales and 
service support and to the highest level of integrity and ethical conduct in all areas of our 
business.   
 

 Decision making:  accepts responsibility for dealing with issues promptly; ability to 
apply sound judgment and able to recommend solutions to problems; conveys a sense 
of urgency and drives issues to closure.   
 

 Ability to build and manage trust relationships:  with clients, all business partners; 
co-workers.   
 

 Add value, proact:  innovative spirit;  ability to identify what needs to be done, set goals 
and then achieves them;  looks for ways to improve processes,  makes it easier for the 
advisor.  Commitment to lifelong learning and self-development  
 


