Company: First Foundation Advisors

Job Title:  Director of Client Services 

Salary: $80,000 -$100,000 depending on experience
Location: 18101 Von Karman Ave, 7th Floor, Irvine CA 92612

Send resume to: Lisa Carlson lcarlson@ff-inc.com
Website: Firstfoundationadvisors@ff-inc.com

Summary:  Manages daily activities of client service staff and operations staff.    Serves as an intermediary between client service teams, operations, and management.  Works with management and staff in all areas to develop and improve operational processes, policies, and procedures.  Leads resolution of problems related to client service to ensure positive client experience.  
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Duties and Responsibilities:

Responsible for oversight of quarterly statement process.

Responsible for data input of quarterly billing and maintenance in AXYS for new and/or existing accounts.   

Daily Oversight of Alert(s) with custodians

Account Opening

· Review all Account Documentation Requests prior to preparation

· Review all Documents upon receipt for completeness prior to processing

· Review AXYS data input for integrity

Coordinate Account Opening and maintenance with Bank Trust Dept.

Coordinate Account Opening and maintenance with Family Wealth Dept.
Oversight of Account Maintenance functions
Account Terminations/Closures

· Review preparation of closing package for client mailing - to include pro-rated billing if applicable

Other projects and duties as assigned.
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Supervisory Responsibilities:  Supervises operational and client service staff.    



Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience: Requires 7-10 years experience in client service and operations management.  Strong interpersonal, communication and writing skills and supervisory experience. Knowledge of investment management, finance, economics and general business. Must be able to thrive in a collaborative environment, strong experience and skilled in mentoring/developing staff. Ability to work independently. PC proficiency in Microsoft Office. Advent/Axys/Moxy. Ability to research using the Internet.  Highly organized and flexible. Excellent verbal/written communication skills with the ability to effectively communicate with all levels of personnel. Self-motivated, detail-oriented team player. Continued education and training as needed. 
