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Organizational Assistant
FULL-TIME POSITION
We’re looking for that special person who understands that a cheerful disposition helps to best serve our clients and to be the best team member possible. This person thrives on having a variety of duties and believes there is no better way to be than being organized!
About you 
* You have a warm, charismatic personality 

* You love helping people 
* You are extremely detail-oriented and a natural organizer

* You love interacting with people, but also thrive on some dedicated quiet time to stay organized
* You thrive on lots of activity 

* You love to make your environment neat and inviting 

* You’re comfortable with technology 

* You’re experienced with scheduling appointments 

* You are very well-spoken and professional in appearance 

* You love a mix of duties and would get bored doing the same thing every single day
About us

Sweet Financial Services is located in Fairmont, MN and recently opened a new office in Jackson, MN. Bryan Sweet and his team were recently named #5 to the Forbes Best-in-State Wealth Advisors.*  Our clients frequently have complex needs involving retirement distribution planning, wealth transfer, investment and business succession. Our team is cohesive, collegial, fast paced and professional. Together, we provide our clients with an extraordinarily high level of service, while maintaining a culture of if you can dream it, you can do it!
Responsibilities 

* Schedule appointments with attention to timing issues 

* Assist with compliance file organization and scanning
* Assist our Concierge Services and Wealth Services departments with tasks and projects
* Assist the Operations department with miscellaneous projects
Requirements 
* 2+ years experience in an office setting

* Proficiency with Microsoft Word and Excel

* Polished, professional demeanor

* “Can do” approach to work – from the little stuff to the big stuff!

Salary commensurate with experience.  Please send e-mail to brittany@sweetfinancial.com with resume, personalized cover letter and salary history.
*The Forbes ranking of Best-In-State Wealth Advisors, developed by SHOOK Research is based on an algorithm of qualitative criteria and quantitative data. Those advisors that are considered have a minimum of 7 years of experience, and the algorithm weighs factors like revenue trends, AUM, compliance records, industry experience and those that encompass best practices in their practices and approach to working with clients. Portfolio performance is not a criteria due to varying client objectives and lack of audited data. Out of 21,138 advisors nominated by their firms, 2,213 received the award. This ranking is not indicative of advisor's future performance, is not an endorsement, and may not be representative of individual clients' experience. Neither Raymond James nor any of its Financial Advisors or RIA firms pay a fee in exchange for this award/rating. Raymond James is not affiliated with Forbes or Shook Research, LLC.

