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                               Sales & Marketing Coordinator 

 

 

Reis Financial Services is a financial services firm located in West Bend, Wisconsin.  Our 

professionals provide financial, investment, retirement, tax and estate planning strategies for 

individuals, families, and businesses. 
 

Description: 

 

The Sales & Marketing Coordinator is creative yet focused professional that is responsible for 

Marketing administration, and assisting other Financial Assistants in the office as needed.  This 

position will include answering phone calls, coordinating client events, delivering concierge 

services tour top clients, editing client newsletters, maintaining the company’s social media 

presence, managing financial advisor quotas, tracking and analyzing referral sources, and 

networking with our current and prospective clients. Daily tasks include updating client 

information.  This individual must be well organized and have the ability to manage multiple 

tasks and priorities. In addition, excellent customer service and computer skills are required. If 

desired, the candidate would have the opportunity to progress within the company to a more 

specialized role based on performance and personal goals.    

 

Responsibilities and Activities: 

 Performs a wide variety of administrative tasks  

 Responds to incoming phone calls as needed 

 Back up Director of First Impressions when needed 

 Superior knowledge of CRM software – Advisor’s Assistant 

 Updates marketing reports and spreadsheets 

 Data Entry 

 Works with various software programs, and other tasks and projects as needed 

 Maintains and update written procedures for all activities as needed 

 Edits client newsletters 

 Coordinates mailings for client newsletters and/or quarterly market outlook 

 Sends out Welcome Kits to prospective clients 

 Manages website and social media presence 

 Maintains company radio and newspaper print ad  

 Manages marketing program including implementation of Annual Marketing Event Calendar 

 Coordinates and attends client events 

 Responds to incoming phone calls and communicates all messages 

 Referral source tracking and analysis for marketing related reports 
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 Configures sales & revenue goals monthly with Financial Advisors 

 Manages Financial Advisor quotas 

 Other duties as assigned 

 

Expectations: 

 

 Communicates delegated responsibilities when planning to be out of the office  

 Reports to the Chief Operating Officer  

 

Required Qualifications:  

 

 Minimum 2 years customer service experience  

 Bachelor’s Degree in Business, Marketing or related field 

 Team player 

 

Required Knowledge, Skills and Abilities: 

 

 Strong Interpersonal skills  

 Leadership Skills 

 Must be able to maintain the highest level of confidentiality  

 Positive attitude and extraordinary client service 

 Excellent verbal and written communication skills   

 Exceptional organizational and time management skills   

 Creative mind and problem solving abilities 

 Strong attention to detail and ability to multi-task   

 Must have the ability to work independently, as well as in a team environment  

 Must have strong computer skills, including proficiency in MS Office applications including: 

(PowerPoint, Excel, Word, & Outlook) 

 

Helpful: 

 

 Previous marketing, advertising, event planning, or public relations experience 

 

 

Company Website:   www.reisfs.com 

Apply by completing our online survey and upload your resume by accessing the following 

link:   http://www.cindexinc.com/c/2C44E8 
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