
Corporate Card Administrator
Due to expansion, Caxton FX is looking to recruit an enthusiastic 
administrator to provide daily support to the corporate card team, and 
to maximise the overall administrative efficiency within the department.

About the company
Caxton FX is a foreign exchange company that has become an entrepreneurial success 
story. From launch our ethos has been to offer excellent value for money and great 
customer service. Our growth is testament to the fact that we have delivered on that vision 
from day one. 

 Caxton FX was founded in 2002. Since then, it has grown from one man and a phone to a 
business that turns over circa £750 million. Our analysts are widely quoted in the UK press 
on currency issues and with over 200,000 clients, we remain focused on delivering excellent 
customer service. Caxton FX has been defined as one of the 50 businesses leading Britain 
based on outstanding growth at a pace 73 times greater than the National Average. 

 At the heart of our success is our people. Caxton FX is a people business and our 
successful growth has largely been a result of the outstanding relationships we have 
established with our growing base of customers. 

The Caxton culture is open, honest, hardworking, professional and fun. With 
approximately 100 staff the company is going through an important growth phase which 
is focused on new product launches and geographical development. We want to hire the 
very best people to support our ambitious growth plans. Through educational and training 
initiatives we support each individual throughout the development of their career with the 
intention of stretching each one to a high standard of excellence. 

The role
This is a fantastic entry level opportunity for a customer-service focussed individual to kick-
start their career in a fast moving award-winning foreign exchange business in London.

On a day-to-day basis, you will answer phone calls and respond to a high volume of 
emails from our Caxton FX prepaid currency card corporate clients, always resolving issues 
professionally in a timely manner, and delivering exceptional customer service upon every 
communication.

Essentially, you will be responsible for creating accounts, issuing cards, loading currencies, 
transferring balances, and refunding corporate cards whilst continuously promoting our 
other products and services along the way with the aim of cross/ up-selling. In addition to 
this, you will also have the opportunity to become involved in exciting new projects and 
product launches in the near future, which will ultimately further develop your career.

Key outcomes:
• An efficient administration function within the corporate card team
• Expert knowledge of the Caxton FX prepaid corporate card 
• Enhanced customer relations and soft sales skills

 
You will have a professional telephone manner, and have the ability to communicate 
effectively both internally with colleagues, and externally with our valued corporate card 
clients. You will have good written English and numeracy skills, and have some recent 
experience in using Microsoft Office, in particular Word and Excel (experience in using pivot 
tables and V-Look Ups would be a distinct advantage, but not essential).

Attention to detail is essential, as this role involves a significant amount of financial data 
entry onto our CRM system. Equally important, is having the aptitude to learn, and the desire 
to progress within the business.

Visit www.caxtonfx.com for more information on our products and services.

Location: Victoria, London
Contract: Permanent
Hours: 8.30am to 5.30pm Monday to Friday

Benefits 
A competitive salary 
dependent on experience 

20 - 25 days annual leave 
Dependent on length of 
service 

Contributory pension 
scheme (from 1st April 
2015) 

Choice of private medical 
insurance or health cash 
plan 

Cycle to work scheme 

Childcare vouchers 

Educational bursary to 
support professional 
development 

Work environment 
A dynamic open plan 
environment in the heart 
of central London 

Free breakfast; fruit 
delivered weekly and 
cakes on your birthday.

Regular social events - 
including Vodka rounders 
in Hyde Park, regular table 
tennis competitions and 
Christmas Party 

Games room with table 
tennis table 

www.caxtonfx.com

To apply, please send your CV and a cover 
letter including your salary expectation and 
notice period to careers@caxtonfx.com


