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Position Description   
 
 

Client Services Administrator - BPA 
  
Division:  Business & Personal 

Advisory  
BAND: Clerks 

Reports to:  Partner 
Directors 
Manager  

Direct Reports:  N/A 

 

Role Purpose:  

Reporting to the Business & Personal Advisory Partners this position will have responsibility 
for the provision of client administrative and coordination services to the Business & 
Personal Advisory (BPA) team. This position will work closely with the relevant BPA Partners, 
Directors and Managers (PDMs), as well as the BPA team members. 

 This position is exposed to confidential and commercially sensitive information. 

 

Key Responsibilities: 

1. Client Relationship Management: 
• Proactively communicate with clients to address inquiries, requests, and concerns 

promptly and professionally. 
• Maintain accurate client records and ensure confidentiality of sensitive information. 
• Assist in scheduling client appointments, meetings, and follow-ups. 
• Coordinate client communications, including sending relevant documentation, 

reports, and updates. 
• Assist in the incorporation of companies and the establishment of trusts and 

SMSF's, including applying for relevant registrations. 
• Attending to the work-in process for job flow management. 
• Facilitate out-flow of client services, including client packages. 

2. Administrative Support: 
• Provide administrative assistance to the division, including document preparation, 

filing, database management and record-keeping. 
• Prepare and distribute correspondence including ATOMate documents, client mail, 

and reports as required. 
• Undertake and/or assist in other tasks on behalf of the BPA team, Partners, 

Directors and Managers as directed.  
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3. ASIC 
• Attending to all company secretarial matters including completion and lodgement of 

ASIC forms and Annual Reviews. 
• Download Corporate Compliance lodgements and other reports from ASIC. 
• Follow up and ensure client’s Annual Review fees are paid before their due dates, 

and signed Solvency Declarations and ASIC forms are returned before their due 
dates. 

4. Internal Coordination: 
• Collaborate with other team members and other BPA teams to facilitate smooth 

client service delivery. 
• Assist in coordinating and preparing materials for team meetings, training sessions, 

and internal events. 
• Support the division's Partners, Directors and Managers in tracking and monitoring 

job timelines, deliverables, and progress. 
• Support the client onboarding process, including the drafting of client proposals, 

facilitate relevant forms, and client identification process. 
• Client deletions and maintenance forms. 
• Monitoring of WIP and team workflow, lodgements, work checklists to meet ATO due 

dates. 
5. Record Retention:  

• Ensure proper storage and organisation of financial documents in accordance with 
legal and Firm policies. 

 

Skill Requirements: 

• Strong organisational and time management skills, with the ability to prioritise tasks 
effectively. 

• Excellent written and verbal communication skills, with a professional and friendly 
demeanour. 

• Proficiency in using Microsoft Office 365 suite of products including word 
processing, spreadsheet, and presentation applications. 

• Attention to detail and accuracy in administrative tasks. 
• Ability to work independently and collaboratively within a team environment. 
• Strong problem-solving and decision-making abilities. 
• Exceptional client service skills, with a focus on building and maintaining 

relationships. 
• Understanding of basic accounting principles and familiarity with relevant software 

systems is preferred but not essential. 
• Ability to multitask and prioritise multiple instructions and deliverables in a timely 

and effective way.   
• Demonstrated use of proactive initiative to support team and division objectives.  
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Key Result Areas: 

• Client Satisfaction:   
• Timely and accurate response to client inquiries and requests. 
• Building and maintaining strong client relationships. 
• Positive feedback and satisfaction from clients regarding service provided. 

• Administrative Excellence: 
• Efficient handling of administrative tasks, ensuring accuracy and attention to 

detail. 
• Effective coordination of schedules and calendars, ensuring smooth 

operation of the division. 
• Well-organised documentation and records management. 

• Team Support and Collaboration:  
• Coordination and collaboration with team members and other departments. 
• Active participation in team meetings and events, contributing to team 

success. 
• Support in tracking job progress and deliverables. 

• Team Values:  
• Adherence, advocacy and support of identified WLF and functional area 

teamwork principles. 
• Business Improvement:  

• assessment of involvement/ commitment to business improvement through 
identification/implementation of opportunities for improvement within our 
systems and business processes, demonstration of risk-based thinking, 
displayed attitude towards the WLF quality systems and procedures.   
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