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Futuregrowth has a vacancy for a  
Specialist Investment Administration Manager 

Futuregrowth, South Africa’s leading fixed-income and developmental asset manager, has an opportunity 
for a Specialist Investment Administration Manager.  

Candidates must have a strong ethical base, and a positive, can-do, attitude with the ability to work under 
pressure.  Futuregrowth is committed to transformation, and strong preference will be given to suitably 
qualified previously disadvantaged candidates, and to permanent staff who apply for the position. The 
position is based in Cape Town.  

 

Purpose 

To manage the development and maintenance of the investment database, to provide administrative, 
procedural and risk management support to the entire Investment team, and to manage projects and 
assist with the statistical and mathematical analysis and research for various projects.  

Customers 

- Fixed Interest team; 
- Client Management team; 
- Business Development team; 
- Marketing team; 
- Operations Committee; 
- Excecutive Committee; and 
- Futuregrowth Board. 
 
Key objectives 

- Management of the Specialist Investment Administration team: 
o Manage the team of Specialist Investment Administrators; and  
o Oversee/manage processes within Specialist Investment Administration team. 

 
- Data and valuations 

o Oversee the daily valuations of unlisted instruments or non-vanilla instruments that the 
administration system is unable to value; 

o Maintain daily yield curves to value various instruments; 
o Build and administer valuation models to value complex unlisted instruments or deals (mainly 

interest bearing); 
o Oversee the process to ensure that credit spreads or valuation amendments are effected on 

valuation models / tools; 
o Oversee the valuations of listed instruments; and 
o Develop a robust control environment to oversee overall instrument valuations. 

 
- Unlisted deal administration 

o Manage the unlisted deal administration and corporate actions; 
o Ensure the correct static data set-up of unlisted instruments; 



 

o Ensure correct accounting and tax treatment of unlisted instruments; and 
o Monitor instrument drawdowns, maturities and other corporate events and ensure that these are 

embedded in valuation models. 
 

- NAV pricing review: 
o Oversee the daily review of NAV pricing for all pooled funds (life pooled and CIS funds) from the 

back office; and 
o Ensure that a robust price review or monitoring process is in place to prevent pricing errors. 

 
- Valuation committees: 

o Oversee and assist the Investment team in the preparation of key data or reports for the 
Valuation and Spread Review Committee meetings; 

o Present findings to the committees on relevant reports; and 
o Implement the valuation changes required by the various valuation and credit committees. 

 
- Oversee the review or monitoring of key instrument related data processes for the data warehouse: 

o Ensure that data related to the supporting processes, instrument valuations, new unlisted 
administration are updated and monitored on a timely basis; and 

o Monitor and review key data exceptions related to instrument level data. 
 

- Monitor and liase with key service providers and processes. 
 

- Ensure ongoing monitoring and management of key vendors to ensure the above process are in 
place, measuring KPIs and monitoring SLAs; 
o Monitor and keep team’s processes updated; and 
o Liaise with different stakeholders for the team’s processes and key controls. 

 
- Represent and report to Operations Committee, Project Steerco, Valuation and Spread Review 

Committees. 
 

Technical/professional knowledge and skills 

- B.Com Hons or similar qualification with a focus on financial subjects;  
- A post graduate qualification or study towards one would be advantageous (e.g. CA, CFA would be 

advantages); 
- Strong technical knowledge of instrument static data and valuations; 
- Relevant experience in Asset Management administration required (specifically Fixed Interest); 
- Knowledge of financial mathematics and statistics; and 
- Experience in managing a team. 
 
Competencies 

- Analytical thinking; 
- Attention to detail;  
- Diligence; 
- Integrity; 
- Assertiveness; 
- Initiating action; 



 

- Adaptability; 
- Project management and time management skills; 
- Results orientation (ability to meet tight deadlines); 
- Judgment and decision-making; 
- Ability to work in a team; 
- Ability to work independently; 
- Relationship management; 
- Management/leadership skills; 
- Communication skills (verbal and written); and 
- MS Office (including highly developed Excel skills). 
 
Closing date 
TBC 
Please forward detailed CV and copies of ID and transcripts to nsteenkamp@futuregrowth.co.za. 
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