
Firm Overview 

Founded in 1999, ZRC Wealth Management, LLC is a Northern California based Registered 
Investment Advisor that provides investment management and financial planning services to 
discerning individuals, families, and companies across the United States. As an independent and 
privately held firm – ZRC specializes in helping investors grow, manage, and protect their 
wealth. As a Fiduciary, ZRC is dedicated to putting our clients’ best interest first. 

ZRC is fee-only – meaning we are solely compensated by our clients – reducing conflicts of 
interest and aligning their goals with ours. With offices in Santa Rosa, Walnut Creek, and St. 
Helena, we serve more than 140 clients throughout Northern California and across the globe. 
These clients entrust us with more than $180 million of assets to manage. 

Job Description 
The value in ZRC’s services are; 

 Independent, expert financial advice. 
 World class service. 
 Exceptional results.  

 
Therefore, we seek to hire professionals of the highest caliber and with a client-first mentality. 
We are currently seeking to add another exceptional employee to our team. This person is to be 
based in our Santa Rosa office. We believe in offering a rewarding and personally fulfilling 
career path with a work-life balance.  

Job Summary 
The Client Service Associate is often the first person with whom clients communicate when they 
visit or call our office. This position is responsible for determining how to assist clients and 
ensuring that solutions are provided in a professional manner. The position entails a wide variety 
of responsibilities and skills including customer service, administrative, operational and 
analytical. Successful employees will have the ability to learn, expand their responsibilities, 
develop professionally, and advance in a career path.  

Duties and Responsibilities 
The Client Service Associate can expect to focus in the following areas:  

 Deliver exceptional client service – interface with clients, monitor service requests, 
troubleshoot problems and ensure tasks are completed. 

 Client meeting support – schedule meetings, prepare materials and follow up with clients 
after meetings. 

 Set up new accounts, execute asset transfers, and assist clients in completing firm and 
custodian paperwork. 

 Perform daily investment portfolio updates, reconcile trades, review client transactions, 
and prepare internal reports. 

 Manage client information – prepare client reports, submit and follow up on necessary 
paperwork, regularly update CRM. 

 Develop, maintain and improve systems for monitoring workflows 



 Manage the office, maintain office equipment and supplies, handle mail, shipping,
conference rooms, and catering.

Qualifications 
The Client Service Associate position typically requires the following qualifications: 

 Personable, warm, engaging, empathetic, poised, and diplomatic.
 Excellent written and verbal communication skills.
 Problem-solving, solutions-oriented approach.
 Must be organized, meticulous, detail-oriented and able to multitask
 Team player, able to interact well with clients and all levels of the firm
 Desire/ability to work successfully in a small company environment
 Highly technology savvy with proficiency in Word, Excel, PowerPoint, email, and other

programs.
 Four year college degree.
 Ideal candidate will have two to five years of experience in either customer service or the

financial services industry.
 Professional appearance and etiquette.
 Experience with broker/ dealer custody operations (such as Schwab Advisor Services,

Fidelity Institutional, TD Ameritrade Institutional, or Pershing) a major plus.
 Working toward the Certified Financial Planning designation (or an interest in working

towards it) a major plus.
 40 hour a week position. However, for the right person we may offer the flexibility to

work less than 40 hours a week and have a more flexible schedule.

Salary and Benefits 
ZRC Wealth Management seeks exceptional employees. Therefore, it is the philosophy of the 
company to employ a compensation philosophy to reward exceptional performance. 

 Compensation consists of a base salary, individual incentive bonus and company
incentive bonus.

 Starting base salary will be based upon experience and qualifications.
 Benefits include health insurance and participation in our 401(k).
 Financial support for professional accreditation/continuing education requirements and

other education/training opportunities.
 Opportunity to take-on additional responsibilities and grow professionally as the firm

grows.
 ZRC appreciates the value of a balanced life.

Applications 
Qualified applicants should submit a cover letter and their resume to ZRC Wealth 
Management at admin@zrcwm.com.  
ZRC Wealth Management is an Equal Opportunity Employer 


