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	JOB PROFILE

	JOB INFORMATION

	Job Title
	Senior Investment Officer
	Department
	Operations

	Job Family
	Investment Operations
	Function
	CFOO Function

	Grade
	F
	SMCR Role
	TBC

	Location
	Bradford
	Reports To
	Head of Investment Operations, WYPF

	No. of Direct Reports
	N/A



	JOB PURPOSE

	Support Northern LGPS in providing investments administrative and financial services support for the UK and overseas investment assets we manage for our clients. The responsibilities include, but are not limited to, supporting investment managers’ trading activities, the processing of investments transactions (i.e. sales, purchases and corporate actions). Carry out internal administrative service activities such as daily cash and asset reconciliations, the monitoring of all settlement activity and ensuring corporate events are processed in a timely manner. Maintain internal records of all BAU activity and ensure this is accurately input to all relevant systems. Ensure all internal controls, SLA’s and KPI’s are met in a timely manner, reporting any areas of concern for review and improvement where this delivers benefit to the organisation. Deal with investment transactional queries from relevant sources, such as our clients and any authorised regulatory body. Work in collaboration with all other Operational Team members, regardless of their location, to deliver daily BAU. Review all ongoing processes and deliverables to assess ways to improve BAU performance standards to achieve effective and ongoing continuous process improvement at both a personal and operational business level. Work in a collaborative manner with all internal and external stakeholders to deliver the highest level of support to our clients and the company.

	Key Responsibilities
	Band F Principal Duties – Generic

1. Undertake and complete the Operational tasks assigned to you within your functional team BAU deliverables, such as (but not limited to) : -
· Monitor transactions to ensure Settlement has occurred (Settlements and Custody team), 
· Process any voluntary Corporate Events on the appropriate Due date (Corporate Actions Team) 
· Update internal records as required to ensure there is a full and complete history of all BAU work that meets FCA and Audit standards.

2. Undertake training and development in all Operations teams to ensure they you gain an understanding of how the Operations department functions work across all areas of the NLGPS business. Provide feedback and suggestions for process improvement and change to improve business efficiency and client support standards.

3. Develop and understand how the systems used within the Operations Department interact with and support our daily and periodic business activities Whether they are internal systems, such as ICON, or external third party system, such as NT Radar.

4. Ensure all team tasks are performed within the defined SLA time limits, whether this be a daily, or periodic task. This includes the input to relevant internal systems, providing reports to senior team members and ensuring any follow up actions or onward communications are completed in a timely manner.

5. Review existing processes, procedures and tasks on an ongoing basis and where you identify an area of potential improvement provide details and suggestions to the Senior team leader. When a decision to apply a change is made and incorporated into BAU ensure all relevant procedure and process flow documents are updated in line with the new agreed process once it has been signed off as a permanent change. Ensure all such changes adhere to document and version control requirements.

6. Support the team in carrying out monthly performance reviews to ensure that the team are, at least, meeting all KPI requirements and that all KRI’s have been accurately and fully compiled and passed to the appropriate senior person for review and sign off.

7. Support the department by working collaboratively with all other Operations teams, regardless of their physical location, as and when required to cover for periods of high business volumes, change projects are undertaken, business changes are made, such as the onboarding of a new client, etc. 

8. Build and maintain effective and collaborative professional working relationships with all other parties, whether they are internal to NLGPS or from an external third parties.

9. Support all Senior team members, whether within or external to the Operations Department, of NLGPS as and when required. Ensure that your direct line manager is informed of any such support request so that they can provide any relevant business support required to cover your normal day to day activities during any work being undertaken that is outside of your normal business role.

10. Ensure that you maintain all relevant training and development requirements of NLGPS, such as your responsibilities for regulatory training on items such as the anti-money laundering regulations, in a timely manner.



	Knowledge, skills and experience
	Applicants are expected to have
At least one year experience of working in an FCA regulated  financial services Firm with Investment Operations or Fund Accounting knowledge.

Desired experience of this role includes
· Experience of Settlement and custody service processes and reporting
· Experienced in Corproate Event management of Voluntary elective events
· Practical experience of using general ledger systems, Microsoft Teams, Excel, Word and Outlook.
· Experience of working in a multi-functional team environment and building collaborative links with others whether they be internal or external stakeholders.
· Building effective working relationships with third party service providers, such as custodian, Banks and alternative Investment Fund Mangers

Applicants for Posts at Band G are expected to have:
· 5 Grade A to C GCSEs including English and Maths (or equivalent qualification)
· A relevant professional qualification relating to for Investments or Fund Accounting services.





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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