
Team Leader  - Client Services Department 
 
An exciting opportunity has arisen to join our growing Client Services Department. The successful 
candidate will spend approx. 60% of the time working as an active member of a team who primarily deals 
with one of the largest providers of Self- Directed Pensions on the Irish market. The other 40% of the time 
will be spent managing the team and another small team within the Client Services area. This role is a mix 
of managerial responsibility and actively working alongside a team who report to you. The role involves a 
diverse range of responsibilities including the delivery of high quality services to the firm’s internal and 
external clients both directly and through their nominated agents. 
The ideal candidate would excel in their ability to complete tasks within strict deadlines. Liquidity 
calculations for investments will be a leading aspect of the role, meaning strong numerical skills are a 
must.  Attention to detail and diligence are key parts of the role. Candidate should enjoy working as part 
of a small team but also be able to lead queries to completion and motivate and oversee their colleagues 
work.  
Good Communication, Interpersonal and Listening skills will allow the successful candidate to grow within 
the role. As this role is also a team leader position experience managing a team to meet their personal 
and team KPI’s would be essential.  

  
The Role – Team Member- Responsibilities: 

 For all day to day aspects for administering, booking, reporting and closing off on investment 

products with 3
rd

 party providers. 

 For liaising with clients and providers and ensuring responses are promptly dealt with. 

 Maintaining strict service levels for new and existing business. 

 Processing of Investment Instruction Forms received for Structured Products. 

 Calculation of liquidity required for new business and reinvestment cases to ensure clients are 

invested correctly. 

 Ensuring encashments, claims and transfers are identified and processed according to internal 

policies  

 Ensuring maturity amounts are classified and assigned to clients correctly during high volume 

processing 

 Responsible for transferring of funds to providers according to specified guidelines 

 Ensure daily, weekly and monthly reporting is carried out as per business requirements 

 Liaise with internal Cantor departments regarding on going queries to ensure their completion. 

 Responsible for keeping accurate records of all activities pertaining to the role including detailed 

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

 Adherence to internal policies and controls including frequent review of procedures to ensure 

any updates/changes are incorporated. 

 

The Role – Team Leader - Responsibilities: 

 Manage the SDIO Team & Onboarding & Product Team within the Client Services dept. 

 Flexibility to ensure daily team member tasks are completed efficiently and completely and are 
not impacted by team leader duties. 

 Responsible for staff personal development and 1:1’s on a quarterly, half yearly and annual basis. 

 Consistent motivator of people and focused on creating the strongest team as a personal goal. 



 Work to tight deadlines and manage projects alongside normal day to day duties. 

 Encouraging an SLA focus in all activities and process managed by the teams. 

 Responsible for oversee onboarding AML requirements and ensuring the organisation is following 
set AML policy.  

 Creating a commercial outlook across service teams and all team owned activities. 

 Moving the team to align with department and company strategy. 

 Personal and team auditing. 

 Reporting on work volumes and resourcing requirements. 

 Planning for peak periods and ensuring cross training for managing resourcing effectively. 

 Identifying any productivity and quality improvement measures seeking solutions to present to 

senior management 

 

 

 
Profile: 
 

 Minimum of 2 years’ supervisor experience in a similar role in a financial institution 

 QFA qualified 

 Solution driven  

 Experience in Anti Money Laundering procedures and proven track record in implementing and 

monitoring AML policy 

 Experience in a numeracy orientated roles 

 Demonstrate an understanding of operational risk 

 Experience in administering product closures 

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

 Ability to work under pressure and maintain high standards when dealing with tight deadlines 

 Strict attention to detail is essential  

 Clear communicator, both written and verbal with good numeracy skills 

 Strong teamwork skills 

 Flexible and open to change 

 Motivated to achieving  team success  

 


