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JOB TITLE:   Project Analyst 
DEPARTMENT:  Operations, Worldsource Wealth Management Inc. (“WWM”) 
REPORTS TO:  Director, Administration 
LOCATION:   Markham, ON 

 

JOB STATEMENT: 

Reporting to the Director, Administration and working in a fast-paced environment, the Project Analyst will 
support the processing teams within the Operations department and will understand each operational area, their 
procedures and how the work integrates into the systems and platforms. The role will be responsible for 
coordinating and performing testing with the Subject Matter Experts and providing support for team initiatives 
in addition to department and corporate projects.  This highly motivated and energetic candidate must have a 
keen eye for detail and a penchant for accuracy. The candidate will be responsible for analyzing, researching and 
taking initiative for resolving and escalating issues in a proactive manner.   

 

ESSENTIAL FUNCTIONS: 

 Coordinating and performing testing with Dataphile, FundSERV, Smart Advisor and new offerings; 
 Being pulled into projects that involve any of the above applications as the Subject Matter Expert; 
 Being responsible for form and addendum updates that are related to administration; 
 Assisting with gathering documentation and reporting for audit requirements; 
 Documenting and updating department procedures and flows; 
 Assisting with the year-end planning, coordinating and assisting with all year-end activities including 

FATCA/CRS client validation, RSP to RRIF client letters and any additional preparatory exercises related to 
the issuance of tax receipts; 

 Coordinating and assisting with tax slip production runs including CRA XML submissions and uploads for 
online access; 

 Coordinating and assisting with the annual fee processing; 
 Coordinating and assisting with Client and CRM2 statement testing, inquiries and problem solving; 
 Assisting in maintaining the Dataphile tax portal module to ensure accurate tax reporting; 
 Supporting leaders as primary and/or secondary level support with Dataphile, including logging tickets and 

requesting development requests; 
 Supporting the leaders in the Operations department in creating administrative efficiencies to reduce 

operating expenses and decrease administrative errors; and 
 Performing other duties and projects as assigned. 
 

JOB SPECIFICATIONS: 

 Post-secondary education 
 Strong communication skills, attention to detail and the ability to work collaboratively, professionally and 

effectively in a team-oriented environment 
 3-5 years of investment industry experience, previous experience in dealer back office preferred    
 Strong analytical skills and the ability to identify problems, resolve issues and evaluate possible alternatives 

and implement solutions  
 Strong knowledge of Microsoft Office 
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 Knowledge of Dataphile, ISM, FundSERV an asset 
 Strong customer focus, service orientation and professional acumen 
 Excellent understanding of risk management, best practices and industry issues  
 Well organized and the ability to multi-task      
 Dedicated team player with the ability to take initiative and be independent 

 
 

COMPENSATION: 

Commensurate with experience 

 

**PLEASE NOTE THAT THERE IS A PREFERRED CANDIDATE FOR THIS POSITION** 

 
If you are interested in applying for this position, please forward a cover letter and resume in confidence to hr@worldsourcewealth.com.   

Worldsource is committed to accessibility in employment and to ensuring equal access to employment opportunities for candidates, including 
persons with disabilities.  In compliance with AODA, Worldsource will endeavour to provide reasonable accommodation to persons with 
disabilities in the recruitment process upon request.  If you are selected for an interview and you require accommodation due to disability 

during the recruitment process, please notify the hiring manager upon scheduling your interview.   

We thank all applicants for their interest but only those selected for an interview will be contacted. 
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