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
IRA Specialist

OFFICE

Nashville

SUMMARY

Diversified Trust is a growing
company, looking to add to our
Nashville 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: 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 IRA Specialist is responsible for overseeing the administration and oversight of
Individual Retirement Accounts (IRAs) across the firm. This role ensures IRA
accounts are properly established and accurately managed in accordance with
applicable rules and regulations.

Primary Duties and Responsibilities

e Review IRA accounts throughout the account lifecycle, including account
openings, transfers, beneficiary updates, distributions and tax reporting.

e Review new IRA account documentation for completeness, proper account
coding and regulatory requirements.

e Monitor required minimum distributions (RMDs), including annual review,
quality control, client notification support and resolution of missing or
incomplete data.

e Review IRA transactions and account activity to ensure compliance with
applicable regulations, custodial requirements and firm policies.

e Maintain accurate account records, documentation, and supporting materials
related to IRA administration and RMD determinations.

o  Work closely with client service teams, fiduciary services, operations,
custodians and external partners to address IRA-related requests and resolve
accountissues.

e Track outstanding documentation and follow up with appropriate parties to
ensure timely account maintenance and processing.

e Supportinternal audits, operational reviews, compliance-related testing, and
regulatory reporting requirements associated with IRA administration.

e Identify opportunities to improve IRA administration processes and enhance
client experience.

e Support special projects and initiatives related to retirement account
administration.

Skills and Qualifications

e Bachelor's degree in business, finance, accounting or a related field preferred.

e 5+years of experience working with IRAs, trust operations, retirement
account administration, wealth management, banking or a related field.

e Strong understanding of IRA regulations, distributions, contribution rules,
and account maintenance requirements.

e Ability to interpret and apply complex regulatory requirements.

e Strong organizational skills and attention to detail.

e Excellent communication and problem-solving abilities.

e Proficiency with Microsoft Office applications and industry technology
platforms.

e Ability to manage multiple priorities and meet deadlines in a collaborative
environment.

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



