
Client Services Administrator 
  
An exciting opportunity has arisen to join our growing Client Services team. The team deal with all client 
existing queries by email and phone and also support our stockbrokers to gain a comprehensive 
knowledge of the area. This role is diverse and allows members of the team to gain knowledge in a 
multitude of areas within the business. 
The ideal candidate would have a natural ability to handle client/broker queries by phone and email and 
have strong attention to detail to ensure high standards are met. Strong time management would be 
required to complete tasks within set deadlines also. The candidate should enjoy working as part of a 
team but also be able to pro-actively work through queries from end to end. The role will also require a 
candidate to be flexible and support our tied agent team and up skill in the self-directed product 
administration area. This part of the role will require a candidate who has strong numeracy skills and the 
ability to work well under pressure. 

 
The Role - Responsibilities: 
 
Our Client Services team is the main point of contact for all non sales specific client interactions.   
 

 Responsible for maintaining strict service levels with client activities 
 Responsible for resolving client queries and issues promptly upon receipt – phone, email and post 
 Responsible for keeping client records up to date and tracking tasks, calls and queries to 

completion 
 AML gatekeeper for the business, first line of defence for AML checking and approval and 

working in conjunction with compliance to ensure this is done correctly 
 Ensure daily, weekly and monthly reporting is carried out as per business requirements 

 Ensure customer queries are resolved satisfactorily and handled according to specified guidelines 
 Maintain and update all relevant databases with relevant customer information  

 Responsible for updating client accounts including AML & KYC due diligence and coordination 
with other areas of the firm where necessary e.g. Compliance, Operations 

 Responsible for updating client static data in accordance with authorised signoffs 
 Responsible for keeping accurate records of all activities pertaining to the role including detailed 

information on client instructions, queries, outstanding problems & executive approval 

 Responsible for stock movements in and out of the firm in accordance with SLA’s ensuring all 
relevant verifications have taking place in advance of executing any transfers 

 Ensure defined escalation process is adhered to in order to resolves complex queries 

 Responsible for preparing ad hoc client information files, performing monthly reviews and writing 
to clients where we identify gaps in client information 

 Prompt escalation of any client complaints 
 Adherence to internal policies and controls including frequent review of procedures to ensure 

any updates/changes are incorporated 

 Responsible for identifying any productivity and quality improvement measures and flagging to 
senior team members 

 Suggest more efficient ways for processing of work; learn new areas for possible future 
ownership 

 Back up support for other teams on Clients Services, including SDIO Team and Client Onboarding 
 Ad hoc reporting on volumes 
 Project work as required 

 
 



 
Profile: 
 

 Ability to work under pressure and maintain high standards when dealing with tight deadlines, 
high volumes and demanding dealing desk and clients 

 Clear communicator, both written and verbal 

 Ability to demonstrate problem solving skills and to manage and resolve queries independently 

 Demonstrate an understanding of operational risk 

 Understanding of AML/Due Diligence requirements 

 Strong teamwork skills 

 Attention to detail and market deadlines 

 Flexible and open to change 

 Minimum 1 year experience in similar role  

 Must keep up to date on knowledge of systems including Pershing, DCI, Softco, C6 

 Intend to broaden one’s training and regulatory knowledge of the role and working environment 
by taking on further education. QFA or similar 

 


