
Jane Doe
ESTATE PLANNING SPECIALIST

New York, NY 123-456-7890 jane.doe@email.com linkedin.com/in/janedoe janeswebsite.com

janesportfolio.com

SUMMARY

Highly skilled Estate Planning Specialist with 8 years of experience in creating customized estate plans, trusts,

and wills for high-net-worth individuals and families. Proven track record of increasing client satisfaction by

25% through tailored solutions and exceptional customer service.

SKILLS

Other Skills: Estate Planning, Trust Administration, Tax Planning, Client Relationship Management, Communication, 

Time Management

EXPERIENCE

Estate Planning Specialist Jan 2018 - Present

Wealth Management Firm New York, NY

Develop and implement comprehensive estate plans for clients, resulting in a 30% increase in assets under management.
Collaborate with attorneys, accountants, and financial advisors to ensure seamless execution of plans.

• Conducted thorough analysis of clients' financial situations, identifying areas for improvement and providing

tailored recommendations

• Designed and implemented trusts, wills, and other estate planning documents, ensuring compliance with relevant

laws and regulations

• Built and maintained strong relationships with clients, resulting in a 95% client retention rate

Estate Planning Coordinator Jun 2015 - Dec 2017

Law Firm Los Angeles, CA

Assisted in the preparation and execution of estate planning documents, including trusts, wills, and powers of attorney.
Coordinated with clients and external partners to ensure timely and accurate completion of plans.

• Prepared and reviewed estate planning documents for accuracy and completeness, ensuring a 99% error-free

rate

• Collaborated with attorneys and other professionals to develop and implement comprehensive estate plans,

resulting in a 20% increase in client referrals

EDUCATION

Bachelor's Jun 2015

University of California, Los Angeles Los Angeles, CA

Business Administration GPA: 3.5

CERTIFICATES

Certified Estate Planning Specialist (CEPS) Jan 2020

National Association of Estate Planners & Councils

Completed a comprehensive course of study in estate planning, including topics such as trust administration, tax planning,
and client relationship management.

Certified Financial Planner (CFP) Jun 2018

Certified Financial Planner Board of Standards

Demonstrated expertise in financial planning, including investment, tax, estate, retirement, and insurance planning.
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