Operations Associate
BT Wealth Management is an independent, fee‐only Registered Investment Advisor that provides comprehensive
investment management and financial planning services to high‐net‐worth individuals and families. We take pride in our
culture and are looking to build on it by adding a talented individual seeking to be part of a dynamic, growing wealth
management firm.
The Operations Associate is an essential part of the BTWM team. The position requires a strong attention to detail,
organizational skills, an energetic and positive attitude, and a willingness to learn. This position is located in Atlanta, GA.
Responsibilities















Establish accounts for clients, including account transfers, at multiple custodians and in portfolio management
system
Account maintenance and reconciliation in portfolio management system
Coordinate client money movement requests (ACH, wire, etc.), propose trades if necessary to raise cash, and
maintain communication with the Wealth Management Team
Maintain and update private fund and multiple LP valuations
Manual account transaction entry, reconciliation, and maintenance in portfolio management system
Re‐balance client accounts via rebalancing software
Place equity and mutual fund trades within multiple custodial platforms
Assist in generating quarterly client reports and review for accuracy
Produce reports and data queries within portfolio management system, as needed, for staff and clients
Collaborate as a member of the client relationship management team; communicate with clients as needed
Utilize and maintain client relationship software for daily tasks and ongoing projects
Become familiar with BT Wealth Management’s investment philosophy and securities utilized in client portfolios
Assist in the ongoing review of client portfolios for positioning with respect to their target allocations
This position reports to the Director of Operations

Qualifications & Requirements







Ability to work and thrive in a collaborative, professional, team environment
Strong communication, interpersonal and organizational skills required
Entrepreneurial minded and self‐sufficient
Four year college degree with emphasis in finance, accounting, or a related major preferred
A minimum of two years operational or related experience
Experience with applicable software is a plus (Orion, iRebal, Salesforce, DocuSign)

If you believe that you would be a good fit for our team and would like to be considered for this position, please
send a cover letter and resume to Lorrie Allegra at lallegra@btwealthllc.com

