Bradley, Foster & Sargent, Inc.

Job Description
Job Title

Trading Assistant
General Job Description

Entry-level position assisting Head Trader in all administrative and support functions, including reconciling trades, manual inputting of trades, supplying custodians with trade-related information, responding to corporate actions, establishing new prime broker and DVP accounts, and executing trades, on a standalone basis. 
Specific Job Description

1. Reconciliations – with regard to trades from the prior day: check accuracy of trades, including commissions, and resolve any discrepancies

2. Uploads - upload allocation information via the web to custodians for recording in appropriate clients accounts

3. Average trades – average trades, as appropriate, and e-mail notifications of separations and allocations, as needed

4. Trade settlements – ensure trades settle correctly and resolve any discrepancies
5. Trading – act as a backup trader and be able to perform primary trading responsibilities, as needed  
6. New accounts – set-up prime broker and DVP accounts, crosschecking market value, shares, cusip, symbol, and name, as needed

7. Corporate Actions

a. Keep Portfolio Managers abreast of corporate actions affecting  securities held by clients

b. Take appropriate action based on Portfolio Managers’ input

8. Research
a. Act as central resource for investment houses to send their research to the Portfolio Managers.  
b. Compile research as needed for Portfolio Managers. 
c. Prepare materials for Investment Committee meeting on a weekly basis.
d. Maintain all lists regarding additions and deletions of securities.
9. Assist Head Trader in the trading of equities and fixed income securities (including mutual funds and options) – execute purchase and sell orders with clients’ custodians (generally, Schwab and Fidelity) or designated broker for Bradley, Foster & Sargent, Inc.’s Portfolio Managers with accuracy and efficiency using on-line capabilities and telephone orders

10. Maintenance activities 
a. Update small cap trading list – daily activity

b. Update Bloomberg with:

i. BFS Portfolios – daily activity

ii. BFS Guidance List – weekly activity

c. Set-up trading restrictions, as needed

d. Obtain required data for adding “new” securities to the Advent Securities Information file, as needed
e. Update broker and custodian commission schedules, as needed

f. Send out fixed income offerings – daily activity
g. Execute or decline corporate offerings

h. Resolve trading related alerts from custodians, as needed
i. Verify commissions and maintain spreadsheets – monthly activity
j. Update housing trends spreadsheets – monthly activity
k. Run macros to update managers on fixed income below investment grade – monthly activity
l. Verify inflation data – monthly activity
m. Notify managers of maturing fixed income securities – quarterly activity
n. Crosscheck Guidance List versus current holdings – quarterly activity
11. Perform other duties, as assigned by Head Trader, Director of Research, Portfolio Managers, Senior Operations Officer and Chief Financial Officer

12. Portfolio Assistant responsibilities (specific to one large client)
a. Trading
i. Check trades, 
ii. Execute trades, and 

iii. Communicate with the back office regarding settlements and holdings

b. Review transactions and notify portfolio manager of any changes – daily activity
c. Notify portfolio manager of maturing fixed income securities, as needed
d. Prepare materials for client meetings, including performance reports, portfolio appraisals, and purchase and sales reports, as needed
e. Perform reconciliations – monthly activity
f. Bill – quarterly activity
g. Accounts

i. Open, 
ii. Close, and 
iii. Execute other changes, as needed
Skills & Knowledge

1. College graduate – Economics or Math major preferred

2. Advanced computer skills 

3. Basic knowledge of equity and fixed income securities

4. Ability to multi-task and prioritize independently

5. Strong team orientation

6. Strong personal work habits (e.g. conscientious, detail-oriented); self-starter
7. Eager to learn

8. Excellent integrity and character

9. Strong attention to detail
Reports to:  

· Head Trader – for trading support responsibilities
· Portfolio Manager – for Portfolio Assistant responsibilities
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