	               

Alliant Insurance Services
JOB DESCRIPTION

	TITLE:	Assistant Account Manager – 401(k)             ULTI JOB CODE:   OPS1464
	LOCATION:	Various	FLSA STATUS:	Nonexempt	
	DEPARTMENT:	Employee Benefits – 401(k)	EFFECTIVE DATE:	09/01/2015

SUMMARY

Responsible for providing customer service and supporting Producers by servicing existing accounts, as well as providing administrative support to executive and management personnel.  This position includes independent responsibility for servicing and retention of assigned customers.

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Provides administrative support to team members on assigned accounts;
· Maintains ongoing client contact to assist with day-to-day service issues and vendor management;
· Serves as a technical expert, assisting other team members to resolve issues;
· Manages document storage maintenance for clients in Alliant Connect;
· Coordinates conference calls and establishes agendas for client meetings;
· Records notes at meetings and prepares minutes for various investment committees;
· Manages calendars, requiring interaction with both internal and external management and assistants to coordinate a variety of complex meetings;
· Processes incoming and outgoing communications (phone, email, ground and express delivery, etc.) on behalf of management;
· Prepares correspondence, presentations and spreadsheets; edits for punctuation and grammar;
· Handles on-going projects and tasks, such as invoice and expense processing, as per department requirements;
· Coordinates administrative activities for management team, working with various other departments as needed;
· Coordinates travel for management, including air transportation, rental cars, hotel accommodations;
· Complies with agency management system data standards and data integrity (enters and maintains complete and accurate information);
· Other duties as assigned.

QUALIFICATIONS

EDUCATION / EXPERIENCE
Bachelor’s degree or equivalent combination of education and experience 
One (1) or more years of related work experience required;
Encouraged to complete Career path requirements as communicated by Manager
Must pass the FINRA Series 65 exam within 90 days of hire
[bookmark: _GoBack]Securities license (SIE, Series 6 or 7 and 63) preferred

SKILLS
Excellent verbal and written communication skills
Excellent customer service skills, including telephone and listening skills
Good planning, organizational and prioritization skills
Good problem solving and time management skills
Strong attention to detail
Self motivated with a career driven mentality
Ability to work within a team and to foster teamwork
Intermediate typing skills
Proficient in Microsoft Office products

This job description doesn't constitute a contract of employment and the Company may exercise its employment-at-will rights at any time.  The above statements contains the essential information necessary to describe and clarify the job, are intended to describe the essential and non-essential duties and responsibilities, and general nature and level of work being performed by employees assigned to this job; they are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of employees assigned to this job.  Additionally, management reserves the right to add, delete or modify the duties and responsibilities contained in this job description.

