
Financial Services Administrative Assistant- Wealth Management Assistant

Nisivoccia LLP is a multi-faceted regional accounting and consulting firm with offices in Mt. 
Arlington and Newton, New Jersey. In addition to a traditional tax, accounting, and auditing 
practice, Nisivoccia LLP has maintained specialties in local and county government, private 
and public schools, colleges, not-for-profit organizations, financial services, healthcare and 
technology. 

We currently have an opening for an energetic Wealth Management assistant to work with our 
Nisivoccia Wealth Advisors LLC team. The assistant will be responsible for general administrative 
tasks including client correspondence, data entry, client paperwork processing and basic 
client communication. This individual will interact with clients by telephone and in person to 
answer questions, take information, complete fund transfer requests and schedule client meet-
ings for advisors. The assistant will act as liaison with financial institutions such as broker-dealers, 
custodian institutions, mutual fund companies, money managers and insurance companies. 
The assistant will review all applications to ensure they are accurate and complete (“in good 
order”) prior to transmittal.

To be considered, a candidate must be well organized, detail-oriented, a multi-tasker and 
have excellent customer service and computer skills. They must be proficient in Microsoft Word, 
Microsoft Excel and email. They must also be able to work in a team environment and have the 
desire to become licensed (7, 66, Life & Health). We see this role as a transition role between a 
general administrative assistant and a financial planner. 

Qualifications
• Client-facing experience required
• Series 6 or 7 license and 63 preferred 
• A Life/Health insurance license is preferred
• Minimum of 4 years industry experience
• College Degree is preferred

Skills
• Must be able to maintain the highest level of confidentiality
• Excellent verbal and written communication skills required
• Exceptional organizational skills required
• Strong analytical and problem-solving skills required
• Strong attention to detail and ability to multi-task required
• Must have the ability to work effectively independently, as well as in a team environment
• Must have strong computer skills, including proficiency in MS Office applications

The job is based in our Mt. Arlington headquarters. Submit resume and cover letter to 
hr@nisivoccia.com. 


