
Cox & Associates Financial Services Inc.,  

Sun Life Financial 

 

Title: Service Associate  

Full-time 

We are a team of financial professionals located in Charlottetown and we are looking to add a team 

member.  We work with clients to help build and protect their financial goals.  We enjoy creating a 

working environment for our team members that is both rewarding and social. 

The role of the Service Advisor (SA) is a licensed representative focused on enhancing the client 

experience by providing exceptional client service and supporting the employing Advisor or Associate 

Advisor in administrative activities and operational support. This role cannot make sales but allows SAs 

the ability to interact with the team and existing clients. 

Accountabilities: 

 Maintain existing client relationships through the processing of client requests, resolving client 

inquires and ensuring key client information and documentation is up to date 

 Book meetings with existing clientele for the employing advisor 

 Assist the advisor of record in preparing onboarding documentations for new client accounts 

 Manage the documentation process of Clients via phone, telepresence, email and in-person 

meetings with the Advisor 

 Collaborate with the team to conduct outreach to maintain strong relationships with client base 

and identify opportunities for the advisor that support clients’ needs 

 Perform administrative duties that support the team in daily business practices 

 Assist with preparation of reports and other materials for client meetings 

 Greeting and building relationships with clients 

The successful candidate will have the following attributes: 

 Excellent communication skills whether in writing, in person or over the phone 

 A team player with a positive attitude 

 Have strong attention to detail 

 Ability to multi-task and prioritize in a fast-paced environment 

 Proficiency with basic computer programs (Word, Excel, Outlook, and web-based programs) 

 Holding an insurance license (LLQP) is an asset, successful candidate will be aided in achieving 

this designation in the first 3 months 

To apply please send you resume to Kent.Cox@sunlife.com or call our office at (902) 894-7777 for more 

information. 
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