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	JOB PROFILE

	JOB INFORMATION

	Job Title
	Manager - Trade Operations & Asset Servicing
	Department
	Investment Operations

	Job Family
	Investment Operations
	Function
	CFOO Function

	Grade
	C
	SMCR Role
	To be confirmed

	Location
	Manchester, Liverpool or Bradford
	Reports To
	Head of Investment Operations

	No. of Direct Reports
	c.10 (target structure)



	JOB PURPOSE

	The Trade Operations & Asset Servicing Manager leads the function that controls the transaction lifecycle from the point of execution through to a settled position and a confirmed, reconciled record of assets. The role covers three related but distinct disciplines - settlements and custody, reconciliations, and asset servicing - together with ownership of the investment book of record. It is accountable for ensuring that the Pool’s record of what it owns is complete and correct every day, and that the controls evidencing that are operating and demonstrable to the depositary, the auditor and the regulator.

	Key Responsibilities
	Settlement and Trade Support
1. Own trade capture and enrichment, confirmation and affirmation with counterparties, matching, and instruction to the custodian within market deadlines.
1. Monitor settlement through to completion; identify, chase and escalate failed trades, and manage buy-in exposure and market claims.
1. Maintain standing settlement instructions under documented change control, with dual authorisation on every creation and amendment.
1. Own new instrument, market and CSD onboarding, including operational readiness before first trade.
Custody and Account Management
1. Own custody and depot account opening, amendment and closure, and oversight of the custodian and sub-custodian network.
1. Monitor market and CSD deadlines, and maintain market entry documentation.
1. Provide safekeeping and ownership evidence to the depositary in support of its verification obligations.
Corporate Actions and Income
1. Own corporate action event capture and validation from multiple independent sources, and maintain the corporate actions diary and deadline control.
1. Manage mandatory, mandatory-with-options and voluntary events, including election capture and instruction, with independent second review before every custodian deadline.
1. Own entitlement calculation and claim, income and distribution processing, withholding tax reclaim and relief at source, class actions, and operational support to proxy voting.
Reconciliations
1. Own daily cash and stock reconciliation to the custodian, and the reconciliation between the investment book of record and the accounting book of record.
1. Own break identification, categorisation, ageing, investigation and resolution, with escalation against defined value and age thresholds.
1. Certify reconciliations at each period end and maintain the exceptions register.
Investment Book of Record
1. Own the maintenance of the investment book of record, start-of-day position generation and release to the investment function, and intraday update for trades, cash movements and corporate action impacts.
1. Own completeness and accuracy checks against the custodian and the portfolio management system, and the control over manual adjustments, including logging, approval and reversal.
Control, Providers and Governance
1. Maintain procedures and controls for the function, and record incidents, errors and near misses with root cause and remediation.
1. Manage the day-to-day relationship with the custodian and broker community, and provide input to the third party oversight and monitoring framework.
1. Provide the Trade Operations and Asset Servicing content of the Investment Operations return to the Operating Committee, and support the Trading and Instruments Forum.

	Functional accountabilities
	1. Deliver trade operations and asset servicing under the direction of the Head of Investment Operations.
1. Ensure segregation of duties between settlement instruction and the reconciliation control over it, with break escalation routed independently of the function.

	Knowledge, skills and experience
	1. Experience of operating within an FCA-regulated financial services firm.
1. Deep operational experience across settlement, custody, corporate actions and reconciliations, gained in an asset manager, asset owner, custodian or fund administrator.
1. Experience of supervising a team across more than one operational discipline.
1. Working knowledge of custodian and depositary operating models, market settlement conventions and corporate action lifecycles.
1. Demonstrable control mindset — experience of designing, operating and evidencing first-line controls.



	KEY INTERACTIONS

	Internal
	External

	1. Head of Investment Operations
1. Investment teams and dealing
1. Fund Control Manager
1. Treasury & Cash Manager
1. Data & Reporting Manager
1. Valuations Manager
1. IT Investment Applications Lead
	1. Custodians and sub-custodians
1. Depositary
1. Brokers and counterparties
1. Fund administrators
1. Market data vendors



ACKNOWLEDGEMENT
	I CERTIFY THAT I HAVE READ THIS JOB DESCRIPTION, IT HAS BEEN EXPLAINED TO ME AND I UNDERSTAND MY DUTIES AND RESPONSIBILITIES AS STATED HEREIN.

	Job Holder:                                                                                    Date:

	Head of Department:                                                                    Date:
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