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	Fund administrator with 8 years’ experience in servicing and managing funds. Successfully managed the funds of the investors and re-invested the pool of savings in successful ventures such as shares and securities. Responsible for preparing and publishing an annual and interim set of accounts for the stakeholders.
Managed the back office financial paperwork processing and ensured that the clients receive updated information regarding the invested funds. Compliance with necessary legal regulations and anti-laundering procedures. Calculating and processing dividends and making sure that all the shareholders receive the financial information as well as the dividends on time. Liaising with the clients, shareholders and fund managers.

	

	
	
	

	
	
	

	
	
Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	

DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text

	

	
	Experience
Job Title | Company | Dates From - To
My roles in this job are/were:
· To calculate daily, weekly and monthly net asset value calculation.
· To calculate the pricing of securities at current market value.
· To prepare financial statements and conduct audit liaison.
· To ensure the opening and control of bank fund accounts.
· To prepare reports for shareholders.
· To prepare reconciliations of the brokers, bank and investment manager statements.
[XYZ Company]
My roles in this job are/were:
· To ensure payment of fund expenses.
· To perform accounting services, maintain and file financial books and records.
· To calculate dividends and plan their payments to the shareholders.
· To price the portfolio of the funds.
· To calculate the total returns and other measures of the funds.
· To conduct money laundering reporting and monitoring.
	
Skills/core competencies:
· Team player.
· Computer literate.
· Organized and meets the deadlines.
· Ready to work overtime.
· Excellent oral and written communication skills.
· Confident and positive personality.
· Good judgment and decision-making skills.
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.

Communication
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.
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