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Fi3 Financial Advisors is an independent, “fee-only” Registered Investment Advisor (RIA) and multi-family 
office. We serve as a fiduciary, providing financial planning and investment management services to high 
net worth families, acting as the Family CFO. 
 
We are adding an Administrative Coordinator to our team to share a warm greeting when people walk 
into our offices, serve as a valuable first-point-of-contact and provide additional client support.  This role 
is critical to the culture of service and personalization that Fi3 is committed to fostering for our clients 
and Associates. 
 
In this position it is essential that you: 

 Enjoy being the daily heartbeat of an organization – you will answer phones, help manage 
schedules and greet every person who walks through our door or calls our firm 

 Feel comfortable with technology as you will use Outlook, Excel, Word, PowerPoint and a CRM 
system on a daily basis 

 Desire to be part of a team – we all interact and depend on each other to deliver excellence daily 
 Can manage multiple priorities and projects in a fast-paced environment 
 Be flexible and find ways to help every day to make our operations efficient and effective 
 Are willing to do tasks that may be big or small ranging from data entry to scanning to calendar 

planning to project management 
 Possess a great sense of humor and add positive energy to our office 
 Be available on-site daily from 8:30 – 5:00 p.m. (some flexibility on these hours) 

 
Qualifications: 

 Exceptionally organized/efficient, can handle stress, manage priorities, and excel in an 
entrepreneurial environment 

 Genuine care and concern for others 
 Able to take direction from others while also demonstrating high personal initiative 
 Above average sense of urgency.  
 Possess high standards for work quality with exceptional attention to detail 
 Proactive approach to work with a natural affinity for planning/logistics 
 Excellent verbal and written communication skills  
 Computer savvy 
 Bachelor’s Degree with a continuous improvement/learning mind 

 


