
Client Relations Administrator - Canadian Securities Exchange (CNSX Markets Inc.) 

The Canadian Securities Exchange, or CSE, began operations in 2003 to provide a modern and efficient alternative 

for companies looking to access the Canadian public capital markets. The operating company, CNSX Markets Inc., 

was recognized by the Ontario Securities Commission as a stock exchange in 2004. 

Designed to meet the needs of emerging companies and their investors, CSE has grown continuously and now lists 
more than 800 equities and convertible securities. 

In September 2007, the exchange launched the first continuous auction market to trade securities listed on other 
Canadian stock exchanges. The new facility introduced a high capacity, low latency trading environment combined 
with an attractive fee structure that enabled the Canadian trading community to use advanced trading technologies 
to their full advantage, while delivering cost savings enhancing the competitiveness of the Canadian markets. 

We’re looking for a Customer Service Agent to join the team in Toronto. 

Reporting to the Manager, Corporate Actions in Toronto, the Client Relations Administrator is responsible for answering 
phone calls and emails from customers and responding to their inquiries and complaints. 

Key Responsibilities 

• Providing a professional response to customer inquiries and complaints.

• Researching required information using available resources.

• Handling and resolving customer complaints regarding product sales to customer service problems.

• Providing customers with the CSE’s service and product information.

• Processing forms, orders, and applications requested by the customers.

• Identifying, escalating priority issues and reporting to the high-level management.

• Routing inbound calls and emails to the appropriate resources.

• Following up complicated customer calls where required.

• Completing call notes and call reports as necessary and updating them in the CRM.

• Obtaining and evaluating all relevant data to handle complaints and inquiries.

• Recording details of comments, inquiries, complaints, and actions taken.

• Managing administration, communicating and coordinating with internal departments.

• Other duties as assigned.

Requirements 

• University/College Diploma

• Minimum 2-3 years of customer service experience

• Proficient in MS Office Applications

• Excellent verbal, written, and communication skills

• Commitment to customer satisfaction

• Strong interpersonal skills

• Highly organized with a proven ability to multi-task

• Productive and efficient in planning and executing work

• Target-driven with exceptional attention to detail

• Ability to work well in a fast-paced environment

• Inbound call centre experience an asset

• The ability to work independently within time constraints is essential.



As a part of our team, you will receive 

• Competitive compensation 

• Opportunities for advancement 

• Comprehensive benefits package (health, life insurance, dental, disability, vision care) 

• Employee Assistance Program 

• Group Retirement Savings Plan 

• Financial support for fitness programs and job-related education 

• Vacation and leaves (e.g. personal days, sick leave) 

The above description is intended to describe the general nature and level of work being performed by people 
assigned to this classification. They are not intended to be construed as an exhaustive list of all responsibilities, 
duties, and skills required of CSE personnel.  The employer reserves the right to change or assign other job duties at 
any time as necessary and as the business evolves. 
 
Please note all offers of employment at The Canadian Securities Exchange are conditional upon the successful 
completion of a pre-hire background check. This may involve anything up to and including a criminal history check, 
reference checks and/or credit check. 

The Canadian Securities Exchange is an Equal Employment Opportunity (EEO) employer and welcomes all qualified 
applicants. Applicants will receive fair and impartial consideration without regard to race, sex, color, national origin, 
age, disability, veteran status, gender identity, sexual orientation, religion or other legally protected status, or any 
other classification protected federally or provincially.  
 
The CSE is committed to fair and accessible employment practices and we are committed to providing 
accommodations for persons with disabilities. If you require accommodations to apply for this opportunity, require 
this posting in an additional format, or if contacted for an interview and require accommodation during any stage 
of the recruitment process, please contact us at kelly.kane@thecse.com.  We will work with all applicants to 
determine appropriate accommodation for individual accessibility needs. 
 
The CSE thanks all applicants for their interest in this opportunity, however; only those under consideration will be 
contacted.    
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