
 

 
ROLE PROFILE AND PERSON SPECIFICATION 

 

ROLE PROFILE 

 

Job Title: Corporate Actions Support Hours of Work: 40 Hours per week, Monday to 
Friday, 8.00am to 5.00pm 

Reporting to: Corporate Actions Manager  

   

SUMMARY:  
 
Hargreaves Lansdown has been helping clients make more of their pensions and investments for over 30 
years and is one of the most innovative, respected and fastest growing companies in the UK. A constituent of 
the FTSE100, our success is based on a deep understanding of our clients’ needs, a keen entrepreneurial 
edge and fierce determination to be the best in our market.  
 
The Corporate Actions Team is responsible for ensuring clients are informed of Corporate Actions on assets 
held with Hargreaves Lansdown, outlining their options in easy to understand language, handling any 
responses or queries and updating client accounts. 
 
Joining one of the most dynamic teams within Hargreaves Lansdown, you will provide support to the Corporate 
Actions Team with a particular focus on ensuring clients within our Vantage Service continue to benefit from 
their Rights as a Shareholder and are not being disenfranchised as a result of holding their Shares in our 
nominee accounts.     
 
KEY DUTIES AND RESPONSIBILITIES:  
 
Your responsibilities will vary depending on business volumes, but will typically include a range of 
administrative functions including: 
 

 Dealing with client requests in relation to their ongoing Shareholder Rights including requests to Vote, 

attend Shareholder Meetings and receive both Shareholder Perks and Annual Reports.  

 Ensuring client requests are dealt with in a timely manner in accordance with strict Data Protection 

Rules.  

 Liaising with Share Registrars to provide Shareholder Information as required under UK Company law. 

 Provide support to the Corporate Actions Team in relation to certain Mandatory Corporate Action 

Events.   

 

PERSON SPECIFICATION  
 ESSENTIAL DESIRABLE 

QUALIFICATIONS 

 

 A Levels or equivalent 

 Maths and English GCSE Grade C 
and above 

 

 

 A Levels at Grade B and above 

KNOWLEDGE  Willing to learn new skills 

 

 Some financial services knowledge 
would be advantageous  
 

EXPERIENCE  Administrative experience  Customer service 



 

 

SKILLS 

 

 Computer literate with basic Microsoft 
Office skills  

 Can communicate effectively with 
colleagues and clients 

 Excellent attention to detail 

 Ability to perform accurately whilst 
under pressure 

 Excellent written and verbal 
communication skills 

 Ability to prioritise workload and meet 
deadlines 
 

 Can identify problems and suggest 
solutions 

ATTRIBUTES 

 

 Client satisfaction orientated  

 Hardworking and dependable 

 Polite and courteous  

 Ability to work individually and within a 
team 

 Proactive and positive 

 

 Prepared to go the extra mile 
 

 


