
 
JOB TITLE:   Portfolio Administrator  
DEPARTMENT:  Guardian Capital Advisors LP (“GCA”)  
REPORTING TO:  Vice-President, Operations and Administration 
LOCATIONS:  Toronto, ON  
 
JOB STATEMENT: 

The incumbent is responsible for the setup and ongoing administration of the segregated fund accounts for 
the Toronto-based client portfolio managers.  These responsibilities include ensuring the accuracy of the data 
for the above-mentioned accounts on the CRM system (Microsoft Dynamics) and on the portfolio 
management system, communicating with advisors to resolve issues, and general administrative tasks.  In 
addition, the incumbent is responsible for backing up other portfolio administration staff. 
 
ESSENTIAL FUNCTIONS: 

 Providing ongoing client and advisor support and responding to queries on a timely basis; 
 Onboarding new clients, including preparing account opening documents (GCA and custodian), sending 

welcome packages, and setting up new clients on CRM, Pacer, and the management fees database; 
 Maintaining accurate client records, including audit lists which detail specific characteristics for each client.  

These audit lists are used as the basis of information for all other databases (third parties, asset mix 
strategies, fee schedules, etc.); 

 Reviewing asset mix and performance benchmarks and providing the client portfolio managers with details 
of offside accounts on a weekly and ad hoc basis; 

 Reviewing quarterly client statements to ensure accuracy and assisting with the distribution of these reports 
to clients; 

 Reviewing and reconciling cash and cash transactions between Pacer and the custodian for client accounts 
on a daily basis; 

 Preparing and distributing client tax reports on a timely basis; 
 Maintaining and processing monthly client remittance payments in Pacer; and 
 Inputting client portfolio managers’ trade orders and fx cash orders into the trade order management 

system for client accounts as needed. 
 
JOB SPECIFICATIONS: 

 Post-secondary education in Business or Accounting 
 Successful completion of the Canadian Securities Course 
 Working knowledge of SS&C Technologies (Pacer) portfolio accounting system 
 Ability to meet deadlines and multi-task 
 Strong interpersonal and problem-solving skills 
 Hands-on experience with Microsoft products such as Excel, Word, Powerpoint, and Microsoft Dynamics 
 
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. 

mailto:hr@guardiancapital.com

