
Job Opportunity: Client Service Associate 
Employer: Riverbridge Partners, LLC 
Location: Minneapolis, MN 
Job Type: Full-Time 

Our Company 
Riverbridge is an investment firm located in Minneapolis. We believe that investing is about more than money. Our work is grounded in our 
purpose as a firm: To further human flourishing. The companies we invest in and our approach to client relationships seek to elevate the 
health, opportunity, and potential of people. We envision a future where human and financial capital add enduring value to lives, 
communities, and the world we are building together—for generations to come. 

Our Culture 
Our team seeks to learn and grow every day for our clients, our company, and personal fulfillment. Adding value is a continual pursuit and 
our service mindset guides all we do. We are motivated to actively discern, seek feedback, and test our thinking to push past prescribed 
pathways. 

Position Description 
The Client Service Associate is key to delivering an exceptional client experience. This individual will collaborate with our relationship 
managers to serve the individual needs of clients and will execute appropriate workflows and related activities in achieving desired 
objectives. This individual’s excellent interpersonal skills will allow them to thrive as an integral member of our team-based service approach. 
This individual will be able to perform their work with precision and demonstrate a genuine passion in serving our clients. 

In this role you will: 
< Organize and prioritize timely and professional responses to verbal and written requests from clients and colleagues
< Collaborate with relationship managers to prepare materials for client meetings and complete follow-up activities 
< Facilitate onboarding new client relationships including completion of custodial paperwork and internal contracts 
< Be responsible for interactions with client custodians for completing ongoing account maintenance and requests including cash, 

stock, account transfers, and account changes 
< Update, maintain, and utilize our CRM system to maximize the client experience through systematically leveraging relevant data 
< Prepare client reports and seek ways to improve the production process 
< Monitor various reports to identify data quality issues and coordinate resolutions 
< Work to improve efficiencies and maintain compliance standards 

You will be a good fit if: 
< You are a team player who is collaborative and able to work with others 
< You can prioritize and manage multiple tasks in a fast-paced environment 
< You possess superior communication skills with the ability to work well under pressure 
< You possess excellent organizational skills and attention to detail 
< You excel in a small team environment and can adapt to change 
< You meet deadlines with efficiency and accuracy 
< You possess a 4-year degree or equivalent experience 

To apply, please submit a resume and cover letter to careers@riverbridge.com. 


