
 

 
 
 
 
Front Office Associate 
Peoria, Illinois  
 
Do you want more than just a career move?  

David Vaughan Investments, LLC is proud of its Associates. We are an exceptional team of people who are 
bright, creative and have a passion for what we do. Every day our focus is on providing the best client 
advice and service possible, and it’s all accomplished within a team-based approach where trust, respect 
and integrity serve as its core.  DVI is currently looking for an experienced Front Office Associate to join 
the team and provide immediate positive service to our clients.  In this critical role, you will serve as the 
initial point of contact for clients and guests and will work closely with other DVI Associates contributing 
to the overall success of the firm. 

 At DVI, we not only strive to provide the highest level of client advice and service possible, but we look 
to provide a working environment that is attractive to our entire team. Consistent with our long-term 
client focus, we aim to attract and retain the best Associates possible, and our benefits program is 
instrumental in this goal.  We provide competitive salaries and bonus opportunities, a generous profit 
sharing 401(k) plan, health insurance, life insurance, short-term and long-term disability programs, and 
paid time off programs. 

 

Responsibilities 

 Client Service – Act as the initial point of contact for many clients and vendors; effectively 
handle inbound telephone calls, greet visitors to the firm and setup in-office meetings. 

 Office Administration – Manage daily mail and shipping, handle the ordering and inventory of 
company supplies, and manage the firm’s daily filing and scanning efforts.  

 Operations & Database Support – Assist the Client Services team with operational workflow 
and database support. 

 Marketing Support – Develop and maintain office forms and procedures; compose, type and 
edit correspondence, memoranda and other material as directed; and provide support for the 
firm’s event coordination. 

 

Qualifications 

An Associate’s or Bachelor’s Degree is preferred as is at least three years of related administrative support 
experience and/or training. The candidate must possess excellent communication skills and the ability to 
effectively deal directly with clients. Proven office management and administrative skills are a must. 
Experience in an investment advisory or financial services firm is preferred. 



The ideal candidate must exhibit an ability to operate as an effective and technical thinker and consistently 
display integrity in all actions. We are looking for an individual who is efficient and comfortable being a 
member of a team. The ability to multi-task while maintaining complex schedules and managing 
administrative support is essential in this position. The ideal candidate for this job is resourceful, a good 
problem solver and organized. Assuring a steady completion of workload in a timely manner is key to 
success in this position. 

If you appreciate a work environment that truly lives its values, please review our DVI Career 
Opportunities and consider DVI as an employer that consistently provides "Quiet Quality". 

About David Vaughan Investments 
DVI is a team of 34 experienced investment professionals that provide asset management services and wealth 
management solutions to both high-net-worth individuals and institutional investors. For the past 44 
years, DVI has employed a “Quiet Quality” approach to investment management: people of integrity, acting 
solely in their clients’ best interests. Currently, we have over 1,100 clients, and approximately $3.8 billion 
in Assets Under Advisement through our offices in Peoria, Illinois and Winter Park, Florida. In the fall of 2017, 
DVI formed a partnership with Morton Community Bank, creating one of the largest privately held financial 
institutions in downstate Illinois. 

For more information visit www.dviinc.com 

https://www.dviinc.com/career-opportunities
https://www.dviinc.com/career-opportunities

