
 
 

 
JOB TITLE:   Portfolio Administrator 
DEPARTMENT:  Administration, Guardian Capital Advisors LP (“GCA”)  
REPORTS TO:  Team Leader, Administration (Calgary) 
LOCATION:   Calgary, AB 
 

JOB STATEMENT: 

Working closely with Portfolio Administrators and Portfolio Managers in a challenging and highly motivated 
environment, you will be a member of a top performing team serving a clientele of sophisticated private 
wealth investors. The successful candidate will be responsible for assisting with various key administrative 
functions and projects. 
 
ESSENTIAL FUNCTIONS: 

Day to day administration support of investment client portfolios, including, but not limited to: 

 Administering a variety of client account activities; 
 Ensuring the onboarding documentation is accurate and complete;  
 Dealing directly with the clients and referring agents to resolve issues; 
 Organizing and maintaining client information, as stored in databases; 
 Assisting in the production and distribution of annual client tax packages and quarterly client statements; 
 Tracking and reconciling the transfers of assets pertaining to client accounts; and 
 Assisting in the preparation and set-up of new clients. 
 

QUALIFICATIONS:   

 University degree, preferably in business, finance or economics 
 3-5 years investment administration experience 
 Completion of, or commitment to, taking the Canadian Securities Course 
 Familiarity with the investment industry 
 Problem-solving skills and the ability to prioritize and meet deadlines 
 Superior communication and interpersonal skills, with a positive attitude 
 Excellent written and verbal communication skills 
 Excellent knowledge of Microsoft Word, Excel, MS Dynamics and Power Point 
 Ability to learn internal technology system and programs 
 Ability to work in a small team environment 
 
COMPENSATION: 

Commensurate with experience  

 

If you are interested in applying for this position, please forward a cover letter and resume in confidence to hr@guardiancapital.com. 
 

Guardian Capital is committed to accessibility in employment and to ensuring equal access to employment opportunities for candidates, including persons with 
disabilities.  In compliance with AODA, Guardian Capital will endeavour to provide reasonable accommodation to persons with disabilities in the recruitment 
process upon request.  If you are selected for an interview and you require accommodation due to disability during the recruitment process, please notify the hiring 

manager upon scheduling your interview. 
 

We thank all applicants for their interest but only those selected for an interview will be contacted. 
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