
Title Client Service Associate

Position Purpose We deliver comprehensive wealth management services, backed by systematic, evidence-
based investments.

The position of Client Service Associate is primarily responsible for ensuring the efficient 
running of the advice team, to enable us to deliver superior outcomes for our clients. This is 
achieved through the effective management of our client database; liaison with clients and 
advisers, implementation of all advice and general office administration.

Chief Operating Officer

Client Service Associate Client Service Associate Client Service Assistant

LIVING THE CAPITAL PARTNERS CULTURE
Our purpose is to help our clients and team explore what’s possible and achieve bigger futures.

We are driven by performance and led by values.

Our values are our code of conduct and define our culture and who we are as people today.

Our Values

Think Beyond Ourselves

Genuinely care for people
Listen and act with heart
Service above self
Help, go the extra mile

Do the Right Thing

Do what you say
Take responsibility
Be open, honest, and fair
Have conversations that matter

Live Above the Line

Have a growth mindset
Commit to learn and grow (yourself and others)
Bring your best
Look for better ways to do things

Play as One Team

Lean into challenges together
Speak up, participate and collaborate
Play to your strengths
Ask for help when you need it



Key Functions of the Role

1 An acknowledgment that we are here to serve: our clients, each other, and our community;

2 Behaving in line with Capital Partners Guiding Principles and Values;

3 Be open, honest and fair in all dealings with clients, other team members and the Company;

4 Work to grow and enhance the Company’s brand and reputation;

5 Follow all agreed business procedures and practices;

6 Commit to ongoing personal and professional development including maintaining the required standards 
for your role through an annual professional development plan;

7 Develop, mentor and grow the capabilities of other team members;

8 Maintain appropriate standards in relation to compliance with the law, ASIC and Austrac requirements, 
and maintain appropriate records;

9 Accurate and timely implementation of client strategies;

10 Maintain all client records with a high degree of data integrity;

11 Efficient management of team diaries to ensure capacity is utilised and client workflow is productive;

12 Management and accountability of the advice team in regard to client deliverables;

13 Input into designing and then operating within the Capital Partners way by continually improving and 
developing internal processes and procedures; and,

14 Build effective working relationships with external providers and key stakeholders (ie Macquarie, MLC, 
Zurich).

Position Requirements

Expected  
Behaviour

• Involvement in all team meetings, projects and training is proactive, constructive and 
respectful.

• Be able to work autonomously but be collaborative in your approach.
• Respectful and thorough handover of tasks to team members.
• The ability to prioritise and manage conflicting deadlines.
• Effective communication both verbally and in writing.
• Demonstrated initiative and self-motivation at all times.
• A proactive & analytical approach to problem solving.
• Demonstrated commitment to quality and attention to detail.
• A desire to continually extend knowledge and skills to grow and develop.
• Ability to work in a dynamic and changeable environment effectively.
• Attention to detail, accuracy and ability to be discreet with information.
• Ability to interact comfortably with clients in an approachable, professional manner.
• Be a natural problem solver.
• Able to work to a high standard with minimal supervision.
• Able to approach other team members respectfully and honestly.

Required  
Experience

• Minimum 1 years experience in the financial services or similiar;
• Extensive experience managing diaries effectively;
• Strong operational experience in an administrative role; and,
• A strong desire to consistently deliver exceptional outcomes.


