
Project Administrator 

Role Type: 

Data Input/Customer Service position 

The Person: 

This is a temporary role to complete a specific project and would suit a graduate or new 

entrant looking for an insight into how a financial services provider works. The successful 

candidates will gain experience across the client services, finance and trading departments 

throughout the project. 

The role will broadly involve managing a customer base of clients to ensure the client has 

been contacted and responds to our annual stock sale request. This will also involve 

updating Cantor’s stockbrokers on their client’s status in the sale. The successful candidate 

will be required to meet tight deadlines, ensure clients are responded to promptly and all 

stock is sold within trading deadlines. 

 
Responsibilities: 

 Dealing with client queries by phone and email 

 Processing of account fee payments on internal and external systems 

 Maintaining the client databases to ensure all client communications are tracked 

 Preparing excel sheets to value and select stock 

 Inputting trades into client order books within set time frames 

 Responsible for preparing and tracking mail merges to large groups of clients  

 Liaising with Trading/Corporate action/Research on an on-going basis 

 Processing trades through the Nexus system 

 Escalation of complaints to compliance and management with client directly where 
appropriate 

 Responsible for end of day reconciliations and sign off  

 Responsible for keeping accurate records of all activities pertaining to the role 
including detailed information on client instructions, queries, outstanding problems 
& executive approval  

 Any other duties relating to the annual account fee project 
 

Profile: 

 Strong working knowledge of Microsoft Excel is essential – Vlookup and formulas are 

essential 

 Excellent communication skills and a high focus on customer satisfaction 

 Strong phones and call handling experience  

 Strong analytical, administration and organisational skills 

 Strong numerical competence 

 Keen eye for detail to ensure high accuracy 

 Ability to work under pressure 


