Client Services Associate — Dyer Wealth Management

Location: In-Office
5672 LaJolla Blvd
LaJolla, CA 92037

Type: Full-Time

About Dyer Wealth Management

Dyer Wealth Management is a boutique, fiduciary wealth management firm dedicated to providing
thoughtful, personalized financial guidance to individuals and families. We pride ourselves on strong
client relationships, proactive service, and a collaborative, high-integrity team culture.

Role Overview

The Client Services Associate (CSA) plays a critical role in delivering an exceptional client experience and
supporting the firm’s advisors with day-to-day operations. This position is ideal for someone who is
detail-oriented, client-focused, and interested in growing within the wealth management industry.

The CSA acts as a primary point of contact for clients, manages account administration, and ensures that
internal processes run smoothly and efficiently.

Key Responsibilities

Client Experience & Relationship Support

« Serve as a primary point of contact for clients via phone, email, and in-person communication
» Build strong, professional relationships with clients and anticipate their service needs

e Prepare clients for meetings and follow up on action items

 Coordinate client onboarding and offboarding processes

» Handle client requests with a high level of accuracy, confidentiality, and responsiveness

Account & Financial Operations
* Assist with opening, maintaining, and updating client accounts
* Prepare and process account paperwork, transfers, and service requests

 Support advisors with account maintenance, cash movements, and custodial requests



e Maintain accurate and organized client records in CRM and custodial systems

» Help prepare reports, statements, and materials for client meetings

Advisor & Team Support

 Provide administrative and operational support to advisors

e Manage calendars, meeting scheduling, and client communications
e Assist with internal projects and process improvements

 Coordinate with custodians, third-party providers, and internal team members

Business Development & Growth Support

 Support business development initiatives aimed at firm growth and client acquisition
» Assist with prospect onboarding and coordination of introductory meetings

» Help prepare materials for prospective client meetings and follow up on next steps

e Maintain and update prospect records within the CRM

» Support referral workflows and ensure timely follow-up with centers of influence

» Assist with client appreciation events, educational events, and firm-hosted gatherings

« Contribute ideas to improve client experience, retention, and referral engagement

Compliance & Best Practices
« Follow firm policies, procedures, and compliance requirements
* Assist with documentation and recordkeeping to support regulatory standards

» Ensure accuracy and attention to detail across all client-facing and internal work

Qualifications
» Bachelor’s degree preferred
» 1-3+ years of experience in client service, financial services, operations, or a related field

» Experience working in a wealth management, financial advisory, or professional services environment
is a plus

« Strong organizational skills and attention to detail

e Excellent written and verbal communication skills



« Ability to manage multiple priorities in a fast-paced environment

» High level of professionalism, discretion, and integrity

What We Offer

e Competitive salary and covered health care benefits

» Opportunity to grow within a boutique wealth management firm
* One-on-one coaching and development with firm’s president

» Exposure to all aspects of the financial advisory business
 Supportive work environment

e Meaningful client relationships and long-term career development



