FIRM SUMMARY

DIVERSIFIED
—— TRUST —

Diversified Trust is an employee-owned comprehensive wealth management firm based in the Southeast with
over $15 billion of client assets under management. Our clients include individuals, multi-generational families,
family offices, foundations, endowments and retirement plans. We provide tailored investment management,
financial planning, trust and estate, family office and institutional advisory services through our offices in Atlanta,
Charleston, Greensboro, Memphis and Nashville.

POSITION

Office Administrator

OFFICE

Charleston

SUMMARY

Diversified Trust is a growing
company, looking to add to our
Charleston Team. We are seeking
highly motivated, service-
oriented, entrepreneurial-minded
individuals to join us.

CONTACT

HR@diversifiedtrust.com

FOR MORE INFO ON DTC

diversifiedtrust.com

FLSA STATUS: NON-
EXEMPT

DISCLAIMER:

This position description is not intended, and
should not be construed to be, an exhaustive list of
all responsibilities, skills, efforts or working
conditions associated with the job. It is intended,
however, to be an accurate reflection of those
principal job elements essential for making
decisions related to job performance, employee
development and compensation. As such, the
incumbent may perform other duties and
responsibilities as required.

Job Summary

The Office Administrator provides administrative, operational and client service
support for the Charleston office, helping ensure efficient office operations and
supporting account management and business activities.

Primary Duties and Responsibilities

e Management of phone coverage and guest reception

e Provide administrative and organizational support to office personnel

e Assist with the preparation of client presentations, correspondence and
mailings

e Manage workflow to ensure accurate and timely distribution and delivery of
allincoming and outgoing mail, packages and other items

e Handle primary day-to-day supplier and vendor management, overseeing
office supply inventory, reviewing account invoices for accuracy and
approval

e Ensure reception area, conference rooms, workroom and breakroom are tidy
and presentable, with all necessary supplies

e Coordination of office and client events and travel needs

e Provide back-up coverage for the account management team; assisting with
posting incoming wires and ACHs, production of checks and responding to
client manager requests

e Assist with account setup / maintenance, tax preparation and subscription
documents

e Responsible for client and contact information maintenance

e Ensure security and confidentiality of client and company management
information

e Perform administrative duties that support the account management team
in daily account and business practices

Skills and Qualifications

e 2+years of experience in a professional office environment; banking,
brokerage or financial services experience is preferable

e Professional appearance, excellent interpersonal, telephone and written
communication skills

e Highly organized with keen attention to detail and able to work with minimal
oversight

e Dedicated team player with a strong work ethic and able to adapt to rapid
change and can handle multiple tasks and deadlines

e Highly proficient in MS Office, Adobe and contact management software

If this job seems like a good fit, please email your resume to
HR@diversifiedtrust.com.



