
Title: Executive Assistant / Receptionist 

Job Description:  

All Star Financial is looking to expand our team. We are a fee-only wealth management team that is full service in 

our approach, comprehensive in our offerings, and passionate about our clients. We serve a wide variety of clients 

with different levels of complexity. We offer a compelling career path with a goal to develop skilled advisors for our 
clients.  

The Executive Assistant at All Star Financial serves a critical role in the firm’s success. This individual is the first 

impression for our clients and prospects when they walk in the door. They need to help foster a welcoming and 

professional environment. In addition to interacting with our clients and prospects, the Executive Assistant also 

provides administrative support to the Executives and Wealth Advisors.  

Job Responsibilities: 

• Welcoming clients, guests, and prospects by greeting them in person or on the phone, answering or

directing inquiries.

• Recording dictated notes from Wealth Advisors or Executives into the firm’s customer relationship
management system (CRM)

• Organizing and maintaining files and records

• Proving quality customer service

• Sending out mailings both via email and hard copy

• Coordinating basic marketing and social media activities

• Maintain office appearance, office supply inventory, and submit requests to landlord

• Completing projects as assigned

Job Requirements: 

• Excellent communication and organization skills

• Personable, outgoing, and has an affinity for interacting with people and being social

• Ability to work in a team atmosphere

• High degree of attention to detail

• Ability to prioritize and complete tasks efficiently

• Experience in Client Service

• Proficient in Microsoft Word, Excel, & Outlook

About All Star Financial: All Star Financial was founded in 1987 by Robert J. Klefsaas, as one of the first fee-only 

advisors in Minnesota. For the past 30 years, the firm has provided its clients with investment advisory services, 

retirement plan consulting, and comprehensive wealth planning.  

All Star Financial Core Values: 

We Care 

We Do the Right Thing 

We Put Clients First 

We are a Team 

We go the Extra Mile 

If you are interested in applying, please email a resume to Brian Senske at brians@allstarfinancial.com 


