
Client Service Associate 

Do you enjoy handling a variety of tasks, work well under pressure, aren’t bothered by deadlines, 
are able to follow policy and rules and are self-disciplined if so WE WANT YOU! 

Job Description 

The Client Service Associate (CSA) supports assigned Relationship Manager(s) with 
administrative tasks, exceptional client communications, reporting and company initiatives. 
Provide accurate and prompt responses. Build strong relationships with team members and 
clients. Work individually as well as a team to ensure all client needs are met. 
Essential Duties and Responsibilities: 

Assist Relationship Managers with client matters by completing assigned tasks, emails, 
and phone calls (internal and external) 

Ensure client information is accurate, documented, and filed appropriately via Salesforce, 
SharePoint, and Custodian software 

Perform cash movements such as journals, wires and ACH transactions and accompanied 
by the required forms 

Troubleshoot issues with accounts held at different custodians and navigate different 
resolutions per the custodian processes  
Flexibility and ability to multi-task various assignments due to client and team needs in a 
timely manner  

Continue to learn ways to conduct operational tasks efficiently by using technology such 
as DocuSign, Egnyte, and Client On-boarding at different custodians etc.  

Provide input on operational processes and procedures to be more efficient  

Other Duties and Responsibilities: 

Comply with all policies, practices, and procedures.  

Participate in proactive team efforts to achieve departmental and company goals. Perform 
other duties as assigned. 
Provide leadership to others through example and sharing of knowledge/skill. 

Qualifications 

Associate's degree (AA) or equivalent from two-year college or technical school; or six 
months to one year related experience and/or training; or equivalent combination of 
education and experience. 
Ability to read and interpret documents such as rules, process, and procedure manuals. 
Ability to write routine reports and correspondence. Ability to speak effectively before 
groups of customers or employees of organization. 



Ability to add and subtract two-digit numbers and to multiply and divide with 10's and 
100's. Ability to perform these operations using units of American money and weight 
measurement, volume, and distance. 

Ability to apply common sense understanding to carry out instructions furnished in 
written, oral, or diagram form. Ability to deal with problems involving several concrete 
variables in standardized situations. 

Proficient personal computer skills including electronic mail, record keeping, routine 
database activity, word processing, spreadsheet, graphics, etc. 

Preferred: 
 Experience with Microsoft Outlook, Excel and Word required. 

Knowledge of Salesforce, Sharepoint, Black Diamond, NetX360 and TD Veo helpful, but 
not required. 

Knowledge of investment and banking products, policies and procedures. 

Benefits and Perks: 

PTO: 0-3 Years of Continuous Service, You Will Receive 15 Days of PTO; 3-10 Years, 
20 Days; and +10 Years, 25 Days of PTO. 

Flexible Work Environment, Offering Both Remote & On-Site Work 

Medical, Dental, Vision & Life Insurance 

401k Matching Contributions  

Offices in Edwardsville as well as St. Louis, MO 

This CSA will be permitted to work a hybrid schedule involving remote work and the 
Swansea, IL 

Office 

Archford Angels, a Program Where Each Employee Receives a $1,000 Grant to Carry 
Out a Project with the Charity of Their Choice 

 

Click Here to complete the Application Process 

 

Who is Archford… 

Imagine waking up excited to go into work where you can engage with like-minded individuals 
with one goal in mind—helping others. This goal is centered around Archford’s three core areas: 
our clients, colleagues and community. 



Envision working with creative, cutting-edge professionals that enjoy the companionship of “A” 
players. At Archford, it is so inspiring and fun to watch the chemistry of true problem solvers as 
they work daily to make others’ lives better. 

Our team consists of game changers and thought leaders in the industry. Their work is backed by 
a variety of industry awards, including Financial Advisor Magazine’s 2020 RIA Ranking, Top 
DC Advisor Team List, St. Louis Small Business Monthly’s Top Winning Work Place & Future 
50 Companies, Wealth Management.com’s CEO of the Year Finalist and more. 

Our five pillars are Wealth Management, Business Consulting, Accounting Services, Corporate 
Retirement Planning Services and Philanthropy. 

 

 


