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Job Description and Duties: Practice Manager  

We are looking for an aspiring or experienced financial professional to be the lead operations 
manager & point person in a growing and innovative financial planning practice.  Primary duties 
include coordinating client experience & service tasks, coordinating various CRM, Financial Planning 
and Marketing systems, and assisting in ongoing projects, among other key functions.   

Ideal candidate would be seeking a fast-tracked career in financial planning that does not require 
sales duties. The ideal candidate would possess an entrepreneurial mindset, excellent follow 
through, strong customer service acumen, would be highly detail oriented and organized with the 
desire of being key- contributor to the success of the company.  

1. Client Service Duties 

Point Person for all client service requests, including preparation, submission of new and existing 
account paperwork with existing vendors (Charles Schwab, Fidelity, IFP, etc.) and select insurance 
carriers  

2. Financial Planning 

Manage database entry, analysis and input for various financial planning systems including: 

- E-Money 
- Wealthconductor 
- Precise FP 
- Covisum 
- CERTA Financial Planning Score Card (Internal Tool) 
- CERTA - Advisor Statement & Strategy Calculator (Internal Tool) 

3. Database Management 

Ensure that CRM, Precise FP, Financial Planning Tools and Portfolio Reporting System are in synch 
with most up to date client data 

4. Marketing 

- Manage Marketing System - Including Client Drip System 
- Submit and track all marketing for compliance approval 
- Assist in content creation 

5. Meetings 

- Attend Meetings with Lead Advisor 
- Send Client “Meeting Email Follow Up” 
- Point Person for Meeting Follow Up Items and tasks 

6. Operations 

- Create & Manage Operational Workflows for Practice 
- Help Ensure office has all books and records on file and accurate for client accounts  
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7. Client Experience 

Help manage Client Service Calendar 

- Specific meeting topics to cover with clients over the course of the year 
- Include client segmentation for client touch points 

Point Person for "Love Affair Marketing": 

- Client Birthdays 
- Other Important Dates 
- Holiday Gifts 
- “Red Carpet Campaign” 

8. Pipeline 

Point Person for Pipeline tracking system data entry and follow up on new business tracking, 
pending tasks, and paperwork 

9.  Project Management 

Assist in ongoing projects to improve practice efficiency and client experience as needed.  

 

Desired Qualifications 

- 4-year degree or equivalent experience 
- Background in Finance or personal interest in the Finance Industry 
- Desire for long term growth for a career in Financial Planning 
- Series 65 or desire to obtain within 12 months 
- CFP or starting coursework within 12 months 
- Florida 2-15 or desire to obtain withing 12 months 
- Strong comfort with technology and ability to self-teach new systems 
- Entrepreneurial mindset 
- Fast Learner, self-motivated 
- Strong interpersonal skills and customer service oriented 

Compensation 

- Compensation will be commensurate with experience and skillset 
- As a newer and growing company, we do not currently offer benefits 
- This opportunity will offer significant upside over time above and beyond initial 

compensation for the right candidate based on our future growth plans and trajectory. 

About the Company 

Certa Financial Planning firm assists 70+ Households with over 70mm in assets under management with 
boutique financial planning, and investment advice delivered with a fiduciary focus.  Certa Financial 
Planning has partnered with Independent Financial Partners (IFP) to provide the technological, 
compliance, and operational support we need. Through our alliance with IFP, we have access to a wide 
variety of tools and resources to support plan sponsors, plan participants and private investors. See 
www.certaplanning.com for more details.  


