
 
 
JOB TITLE:   Account Management Assistant 
DEPARTMENT:  Account Administration, Guardian Capital LP (“GCLP”) 
REPORTS TO:  Director, Account Management 
LOCATION:   Commerce Court West, 199 Bay Street, Toronto 
 
JOB STATEMENT: 

GCLP has an immediate need for an Account Management Assistant.  As part of the institutional administration 
team, the main responsibility of this position is processing and ensuring settlement of various types of securities 
trades.  Additionally, there is a significant reporting element. This role would be suitable for either an individual in a 
similar role or an individual interested in building a career in the Investment Industry.  Time management, 
organizational skills, and the ability to work independently will be notable features found in a successful candidate.  
 
ESSENTIAL FUNCTIONS: 

Processing –  
 Taking responsibility for processing, settling, and reporting of equity and money market trades, which may also 

involve supervised trade creation and allocation; 
 Assisting with processing of other securities trades including bonds, fx, mutual funds, and derivatives;  
 Investigating and resolving all types of trade settlement problems, which involves constant communication with 

brokers/dealers, custodians, and sometimes third-party fund administrators; and 
 Monitoring and escalating any trade related compliance warnings that may emerge. 
Reporting – 
 Providing all manner of scheduled and ad hoc reports related to trading and client accounts to Portfolio Managers, 

Traders, Compliance, Clients, and other internal and external contacts; 
Administration – 
 Assisting with the maintenance of various trading related systems;  
 Organizing and filing various trade tickets and confirmations; 
 Collecting and distributing incoming departmental mail and parcels; 
 Performing backup duties for the Account Managers, including account reconciliation; 
 Testing and implementing new or upgraded systems; and 
 Coordinating off-site document storage. 
 
QUALIFICATIONS: 

 Post-secondary education 
 Successful completion of the Canadian Securities Course (“CSC”) is an asset 
 A minimum of two years of experience in a back office context within the investment industry 
 Extensive knowledge and experience in Microsoft Office including advanced Excel skills 
 Experience with trade order management systems 
 Knowledge of SS&C products including Pacer, GWP and SSCNet 
 Strong interpersonal and organizational skills as well as the ability to work towards deadlines 
 
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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