
 
 

Client Service Associate  

 

Summary 
Envision Financial Systems is a leading provider of software products and services to the investment industry. We have 
opportunity for an energetic, driven professional to represent our firm as a Client Service Associate.  

Job Description  
Our customer centric philosophy recognizes the need to place highly capable, professional employees in any role with 
direct customer contact.  As we service financial services companies, our customers also expect our staff is very familiar 
with the investment industry products and services.  Therefore, any candidate must have a basic, foundation level 
understanding of investment accounts including retail accounts, retirement accounts, college savings accounts and 
broker serviced accounts.  In addition, basic knowledge of investment products and typical operational processes is 
required.  This would include mutual funds, exchange traded funds, asset allocation, distribution processing, etc.   

The Client Service Associate hired will be immediately contributing to the servicing of Envision’s customers using our 
products and services to support multiple investment product lines across the country.  Daily leadership and guidance 
will be providing through a direct reporting relationship to Envision’s Client Services Manager.  Over time, the incumbent 
will be expected to expand their level of industry, business and product expertise leading to an expanded role in the 
overall client service organization.  

As a member of the team, your duties include: professionally representing the company in all communications; staffing a 
“help desk” function as the initial point of contact; capturing required information; addressing reported issues and 
questions; meeting quality and productivity standards; tracking progress; and providing daily support to the business.  

This is a full time position operating out of the company’s facility in Owings Mills, MD with standard business hours of 8 
am to 5 pm EST.   

Qualifications  
 3+ years of experience in one or a combination of the following: client services, financial services, or help desk 

support 

 Effective organizational, multi-tasking, and prioritizing skills 

 Excellent verbal, written, and interpersonal communication skills 

 Ability to understand client concerns, questions, and problems in order to effectively capture needs and 
expectations 

 Basic Microsoft Office skills 

 Ability to navigate multiple computer systems, applications, and utilize search tools to find information 

 Call center experience 

 Mutual fund industry experience 

 Solid foundation of familiarity with general computing infrastructure (file management, servers, internet, 
information security, etc.) 

Other Desired Qualifications  
 BA/BS degree in Finance, Economics, Business OR equivalent education and work experience 

 Experience in a demanding, time-constrained customer service environment such as a help-desk, call center, or 
customer service desk interacting directly with customers 

 Financial Services product and service experience 

 Aptitude and desire to expand technical skills in a role with a software company 


