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JOB DESCRIPTION

JOB TITLE:

Trust Assistant
DEPARTMENT:
 
Trust
REPORTS TO:

Trust Officer
FSLA Status:

Non-Exempt
POSITION SUMMARY: Prepares and processes trust documentation necessary for trust operations. Performs various secretarial, clerical and administrative duties according to established procedures.  Assists with Trust Department account record keeping, including income and expense processing, customer disbursements, corporate bond activity. Assists with management of short term cash investments, maintenance of tickler system and reporting for trust accounts as outlined in trust agreements. Compiles, processes and balances information in compliance with department guidelines.
PRIMARY ACCOUNTABILITIES AND RESPONSIBILITIES:  (90%)
(45%)
1.
Performs a variety of accounting related activities for client accounts including income projections, tax liability projections, distribution calculations, etc.  Monitors and posts all fees to accounts. Places trades and posts dividends.  Reconciles payment register of outstanding checks.  Processes bill payments on customer's behalf.  Processes all Certificate of Deposit transactions.

(15%)
2.
Prepares and types variety of correspondence, checks, forms and reports.
(15%)
3.
Answers telephone, mail and/or personal inquiries from current and potential customers regarding Trust Department products/services.  
(10%)
4.
Maintains Trust Department filing system, including opening new files, closing files, filing information as received and record retention.
(5%)
5.
Back up to Raymond James.
SECONDARY DUTIES AND RESPONSIBILITIES:  (10%)
1. Assists with discount brokerage and customer bond transactions.
2. Performs updates to the Trust system.
3. Sets up recurring remittances to or for trust customers.
4. 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
· High school diploma or general education degree (GED) 
Experience
· 2-3 years trust or secretarial experience and/or training 
· 1-2 years general accounting/bookkeeping experience
· 2-3 years customer service and/or sales and/or business development experience

Other Skills/Characteristics

· Proactive, positive attitude

· High levels of communication skills both written and verbal

· Initiative-driven/Self-starter
· Relationship builder

· Attention to detail
· Confidentiality
· Quicken or Quickbooks experience
Performance Measures

· Tax information is submitted timely
· Beneficiary reports are submitted timely
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