
 
 
TDC Investment Advisory is seeking a Portfolio Administration Team Member.  This 
position reports to the Chief Compliance Officer (CCO). 
_________________________________________________________________________________________________________ 
JOB SUMMARY: The Portfolio Administration Team Member reports to the Chief Compliance 
Office and would manage all aspects of the firm’s trading/portfolio administration processes 
for an SEC- registered investment adviser with over $3.5 billion in assets under management.   
The candidate should be experienced in trading mutual funds, common stock, fixed income 
securities, and exchange traded funds.   The candidate must be skilled in timely and 
accurately uploading mutual fund and other trades via custodian-provided software and 
keeping appropriate records.   The ideal candidate would also work closely with our Director 
of Portfolio Administration (“DPA”) and Operations staff to create and enhance processes to 
facilitate more centralized trading.    The candidate would also have an important role in 
assisting the DPA with investment research projects and managing our investment data. 
 
ESSENTIAL DUTIES + RESPONSIBILITIES: 
 A thorough understanding of investment management, financial markets and trading 

strategies 
 An understanding of trading software used to execute trades; ability to assist in the 

creation and revision of portfolio models 
 Strong analytical and interpersonal skills  
 Great attention to detail with a focus on executing trades in an accurate and timely 

manner 
 Ability to follow trading and compliance processes and adapt processes as necessary 

to meet changing needs 
 Ability to communicate effectively with advisors regarding the status of trades 
 Ability to assess portfolios and review potential tax-loss harvesting or rebalancing 

opportunities and provide options for advisers 
 Ability to multi-task and remain calm under pressure 
 An understanding of the investment manager operations and processes 
 An understanding of the general regulatory environment applicable to investment 

managers, and related to trading specifically 
 This position will be responsible for maintaining office hours during market trading 

hours.   
 
MINIMUM KNOWLEDGE, SKILLS, AND ABILITIES 
 Bachelor's degree or equivalent work experience required 
 Series 65 license (or equivalent) or willingness to sit for Series 65 examination 
 Minimum of 3 years trading or other relevant financial industry experience 
 Highly professional demeanor; ability to work closely with advisers and operations 

staff 



 Computer/Technical: Demonstrates working or functional proficiency sufficient to 
apply the use of software applications (Microsoft Office Suite) without assistance 
and with minimal supervision. 

 Ability to be proactive and follow up to resolve issues. 
 Demonstrate sound judgment and apply logical and critical thought processes when 

developing and recommending solutions. 
 Ability to work independently and meet deadlines. 
 Excellent verbal and written communication skills. 
 Ability to effectively interact and communicate with all levels of staff. 
 Eager to seek continued industry education. 

 
OTHER SKILLS: 
 Possesses ability to maintain professional composure in a dynamic work 

environment that often requires the management of multiple and competing 
priorities. 

 Demonstrates willingness to be a contributing and engaged member of team by 
sharing knowledge, working towards common goals and maintaining a positive 
attitude. 

 Professional-level Communication, Listening, Organizational, Prioritization, 
Problem-solving, and Client Service skills 

 Strong work ethic, ability to multitask, efficient time management, detail-oriented 
 Experience of working in a highly customer focused service delivery role 
 Ability to work well with others in a team 
 Maintain an excellent customer focused manner at all times 
 Ability to work independently and meet deadlines 
 Ability and desire to work in a fast-paced environment 
 Ability to be proactive and to possess strategic thinking skills 
 Ability to manage change 
 A very high standard of personal responsibility 
 A good eye for detail and a desire to take responsibility, through to resolution, for 

issue and concerns generated by our customers 
 A willingness to participate in training and coaching; openness to mentoring and 

feedback for continuous improvement 
 Ability to anticipate needs, adapt and be flexible 

 
_________________________________________________________________________________________________________ 
COMPENSATION + BENEFITS 

TFO-TDC, LLC offers competitive compensation and benefits based on industry standards. 
The company benefits package includes 401(k) with a company matching program, paid 
holidays, and paid vacation time. Professional development is highly supported with partial 
and/or full company-paid professional accreditation and continuing education as well as 
other employee or company identified education and training opportunities. 

 



You are a U.S. citizen, U.S. permanent resident, or possess other unrestricted U.S. work 
authorization and will not require sponsorship for U.S. work authorization now or anytime 
in the future. 
 
Salary, Exempt 
 
Additional Information about the organization | Our mission is Helping Families Be 
Families. Stronger. Closer. Wiser®. 
 
We are committed to providing a challenging, rewarding, and most importantly, fun 
environment for our team members. We believe creating an enjoyable work environment for 
our employees allows them to give their best efforts each day to help our clients connect 
wealth and purpose. 

 


