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Butterfield Fulcrum – Halifax (SUMMER)
Butterfield Fulcrum, a top five leading independent global hedge fund administrator for the alternative asset management industry, is seeking a summer student to fill two temporary open File Clerk positions in its growing Halifax office.
Clerk – Investor Services 
Key Responsibilities:
· Scanning and indexing documents

· Maintenance of master filing list.

· Filing in house, archiving/retrieval of off site storage.

· Other miscellaneous tasks, as assigned.
· Production of Investor Statements and correspondence

· Review of and processing of subscriptions and redemptions

Qualifications:
· Currently enrolled in a post-secondary institution, 1st or 2nd year students preferred, registered in the finance, accounting or computer science faculties.
· Strong computer skills with strengths in Microsoft Office products.  Proficiency with Microsoft Excel and Outlook are particularly an asset
· Proficiency with Adobe Acrobat is preferred but not required
· Strong organizational skills 
· Dedicated team player
· Excellent interpersonal and communication skills
For further information on Butterfield Fulcrum please visit www.bfgl.com
Interested candidates should forward their resume and cover letter via Resumes-HAL@bfgl.com
