
 

  Settlements Admin 09.19 CM 

  

JOB DESCRIPTION     

 

Investment Operations - Settlements Administrator  

About Us: 
 

Farley & Thompson is a private client stockbroking firm founded in 1938 and we proudly remain one of the few fully 

independent corporate members of the London Stock Exchange. Based in central Bournemouth our success is founded 

on putting clients first, helping them to achieve their financial goals and objectives. 
 

We have clients across the UK and others who live overseas. The majority are private individuals and families, some of 

whom have been clients since the earliest days. We also advise those who are just starting out investing as well as 

established business owners and the retired. In addition, we act for charities, trusts and pension funds and we are 

always happy to work in close relationship with third parties. Our professional clients include solicitors and accountants, 

many of whom trust us to act for them on their own clients’ behalf. 
 

The position: 
 

It would suit an enthusiastic and friendly person with a positive ‘can-do’ attitude, who is used to an office-based 

environment. You will have strong computer skills, good verbal and communication abilities and be able to get along 

with others in a small group. You will also need to be conscientious and diligent as accuracy and attention to detail will 

be important in your role. 
 

Benefits: 
 

We offer a competitive basic salary, pension contribution and annual discretionary bonus. You will receive 20 days 

holiday plus bank holidays, rising by one day for every full year of service to a maximum of 25 days (five weeks). 
 

Requirements: 
 

You will be experienced as an administrator within a legal or financial services firm. You will be used to working to daily 

deadlines. You must be able to work on your own initiative and in collaboration with others. Preference will be given to 

those who can evidence relevant knowledge and experience of stockmarket settlement processes and the 

administration of deceased estates. You will be reliable and dedicated and may be a returner to the workforce after a 

career break.  
 

You will be educated to A level or BTEC National standard with a minimum of at least five good GCSE results with a 

minimum ‘B’ grade (or equivalent) in Maths and English Language. Your IT skills will include Microsoft Word, Excel and 

Outlook/email.  
 

Your responsibilities: 
 

The role will include various duties associated with the administration and settlement of shares and funds and we will 

provide on the job training on all aspects of the settlement process to supplement your knowledge. Members of the 

team share certain core daily tasks as well as owning first line responsibility for others. You will: 
 

 Learn from the Settlements Manager and develop your knowledge to assume first line responsibility for all aspects 

of dealing with a deceased estate from initial instruction through to distribution of cash or assets. 

 Understand and operate in-house systems and run regular procedures where required and respond to internal 

queries and ad hoc requests. 

 Learn physical and electronic settlements, venues, transaction reporting, dividends and corporate actions. 

 Input contract notes and produce associated documentation. 

 Set up new clients and assist in maintaining the client database. 

 Supporting other settlement areas and switchboard at busy times. 

 Other duties as advised from time to time by the Settlements Manager or Partners. 
 

This is a full-time position and the successful candidate will be working 37.5 hours a week with one hour for lunch. We 

require all the team to wear business dress and any offer would be subject to an agreed probationary period. For the 

right candidate we will fund a structured exam opportunity to include study materials, examination entrance fee, 

membership of CISI and work-based study time to achieve an industry recognised Ofqual qualification. 


