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Office Location: Providence, RI 02906
Job Title: Client Service & Planning Admin
Harkins Wealth Management, LLC is seeking an individual with strong attention to detail and prior administrative and financial experience.  Candidate will provide office support through a variety of tasks related to organization and communication.  Responsibilities will include:
· Organize and schedule meetings and appointments
· Maintain customer relationship management system and assign tasks as needed
· Assist in the data gathering and inputting of financial information for clients
· Manage multiple projects related to divorce planning and financial planning
· Compile, enter, and monitor CRM workflows related to client financial planning requests
Qualifications
3-5 Years experience in a similar role
Proficiency with standard office programs, experience with project management and CRM a plus
Ability to multi-task and prioritize multiple deliverables
Exceptionally strong attention to detail
Self-starter, problem solver and project initiator
Enjoys a fast paced and growing environment. This is a great opportunity to learn and work with an experienced team of planners. 
Your EQ:
· Can you listen to our clients and understand their needs?
· Can you communicate proactively with our team members?
· Are you a problem-solver and can you identify solutions?
· Are you proactive, efficient, and organized?
· Are you detailed and accurate?
· Can you communicate at all levels?
To apply, please submit your resume and cover letter to ContactUs@HarkinsWealth.com



About Us
Harkins Wealth Management is an independent fee-only, financial planning and investment management firm in Providence, Rhode Island. We also provide divorce financial planning and specialize in socially responsible investing. 
For more information please visit us at : harkinswealthmanagement.com
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