[image: ]
Wealth Management Internship


General Description 
Arise Private Wealth is seeking a motivated and enthusiastic Wealth Management Intern to join our dynamic team. This internship offers an excellent opportunity for individuals interested in pursuing a career in wealth management, financial planning or a number of other rewarding careers in the financial services industry. This position will give you hands-on experience and invaluable insights into our industry as well as business operations, marketing and client services.

This position is an in-office opportunity at our office in Rolling Hills Estates, CA. 

Core Responsibilities 
· Assist staff with administrative duties as it relates to office activities and client meetings
· Coordinate with marketing consultant on newsletter and mass mailings
· Meeting preparation and take down
· Process new client intake forms
· Schedule and confirm appointments for existing clients
· Maintain & manage office calendar
· Coordinate lunch and other meeting-related meals
· Answer incoming phone lines and screen to ensure incoming calls are redirected to the appropriate team member
· Greet incoming clients and vendors to assure they are comfortable while waiting for their appointment
· Process holiday cards
· Provide data integrity support for our Client Relationship Management (CRM) software
· Help to prepare financial planning reports 
· Create spreadsheets and/or presentations that analyze and report performance and key metrics
· Ad-hoc projects and assignments as assigned to support team objectives

Qualifications 
· Currently enrolled in a bachelor’s degree program in Finance, Economics, Business or other related fields.
· Proficiency in Microsoft Office Suite, particularly Word, PowerPoint and Excel
· Strong analytical skills with the ability to interpret financial data and perform quantitative analysis
· Excellent communication skills, with the ability to interact professionally with clients and team members
· Detail-oriented with a high level of work output
· Ability to work independently and establish priorities 
· Ability to multitask and prioritize tasks effectively in a fast-paced environment 
· Positive attitude, willingness to learn, and ability to adapt to new challenges

Career Progression 
· Internship may progress into a full-time position as a client service associate
· Intern may receive a recommendation letter at the end of the internship
· The keys for progression to the next level are demonstrated ability to execute on activities assigned with a positive attitude and the willingness to serve our clients and the firm

Compensation
· Intern will be paid at a rate of $16.00/hr and guaranteed 15 hours per week

How to Apply
Please send a cover letter and resume to ReadyTo@ArisePW.com . Please list your 'Name-Internship' in the subject line of the email. Applications accepted through May 3, 2024.
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