
 

About the job 
 

Who you are: 
Can you check all these boxes? 
 

 I have experience in financial services 

 I have or am willing to write the IFIC https://www.ifse.ca/courselist/canadian-investment-funds-
course-cifc/ within 18 months of being hired 

 I have exceptional technology skills & can work effectively in a paperless environment; I prefer a 
digital environment 

 I am a great listener and communicator 

 I want to work in a collaborative team 

 I want to improve/enhance the administrative process 

 I enjoy client service 

 

If so, we would like to hear from you! 
 
 
In addition to the above, you have superb professional business English; strong relationship 
development skills; and you are known for your attention to detail. You are willing to learn and then 
able to work with minimal direction. 
 
If you would like to develop beyond this role, there is an opportunity to become the lead Wealth 
Administrator and/or the Office Manager. 
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Who we are: 
Steve Paton is a CFP® professional who manages a successful practice with Sun Life Financial. The firm is 
in growth mode and now looking for an Administrative Assistant. 
 
We can offer you a friendly, supportive working environment to learn in and expand your knowledge. 
This is an in-office, full-time role downtown Huntsville. 
 
 

What you will be doing: 
1. Building great rapport with clients and being responsive to their needs. 

2. Preparing all documentation for client meetings including statements and any outstanding 
documents/service work required. 

3. Processing investment accounts from signing to successful integration into the client’s portfolio, 
including completing transfer forms, trades, purchases, redemptions, switches etc. and ensuring 
alignment with the client/advisor notes. 

4. Post client meeting follow up that will include sending forms for completion, entering data into 
Salesforce, updating tracking systems and keeping clients informed of where they are at in the process. 
You will work closely with senior advisors. 

5. Ensuring all client interaction is accurately documented in the CRM. Upholding compliance/regulation 
requirements in the firm. 

6. Meeting regularly with the advisor to review outstanding activity and upcoming appointments. 

7. General administration and support including reviewing account opening/service request for 
accuracy; investigating and solving administrative issues quickly, accurately, and completely; and owning 
client concerns until a resolution is achieved. 

8. Supporting other team members by pitching in where needed. 

 
 

Salary 
The salary range will be between $40,000 and $50,000 depending on experience and licensing. 
 
Please contact Steve if you are interested in learning more about the role! 
Email: Steve.paton@sunlife.com 
Phone: (705) 349-1091 

mailto:Steve.paton@sunlife.com

