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BANK & TRUST






JOB DESCRIPTION

JOB TITLE:
Sales Assistant


DEPARTMENT:
Raymond James 


REPORTS TO:
Raymond James Branch Manager


FSLA Status:
Non-Exempt



POSITION SUMMARY: Coordinates all activities of Raymond James function.  Assists Branch Manager with variety of administrative duties, both routine and complex.
PRIMARY ACCOUNTABILITIES AND RESPONSIBILITIES: 


1.
Reviews new accounts, client deposits, disbursements and FA Book daily reports.

2.
Completes aspects of the sales process including administrative tasks and customer service.  Interfaces with customers over the telephone and in person. 

3.
Coordinates flow of business to broker/dealer home office, mutual fund companies and insurance companies.  Interfaces with representatives, investment providers and home office personnel.

4.
Coordinates files, record keeping and, compliance requirements.  Establishes confidential records and ensures that tickler files are maintained.


5.
Functions as Administrative Assistant to Branch Manager, coordinating schedules and clerical duties.

SECONDARY DUTIES AND RESPONSIBILITIES:  

1.
Other duties as may be assigned.

The statements contained in this job description describe the general nature and level of work being performed by the person accepting this role. “Secondary Duties and Responsibilities” are considered incidental or secondary to the overall purpose of the job. This job description does not state or imply the only duties and responsibilities assigned to this job. Employees holding this job will be required to perform any other job-related duties requested by management. All job requirements are subject to possible modification to reasonably accommodate individuals with a disability. 

ROLE QUALIFICATIONS:

Education 

· Associate's degree (A.A.) or equivalent from two-year college or technical school plus additional investments related training

Experience

· 3-5 years related customer service experience and/or training

· Equivalent combination of education and experience

Other Skills/Characteristics

· Organizational skills

· Confidentiality

· Professionalism

· Ability to multi-task

· Computer literate, including Word, Excel and Social Media forums
· Exemplary customer service skills
Performance Measures

· Directly assists Brokerage/Investment Department with sales goal growth annually.

· TBD
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