
 

Gibraltar Financial Services Commission (GFSC) – Enforcement Support Officer  

Role Purpose: 

 To provide high quality case management and administrative support to the Enforcement Team to assist the delivery of effective and timely 
investigation and enforcement action.  
 

Outcomes: 

 Develops a thorough understanding of the GFSC’s enforcement and decision making processes and policies. 

 Keeps cases organised by establishing and organising files; monitoring calendars; meeting deadlines; documenting actions; inputting information into 
file database and case management software and arranging internal and external meetings as required. 

 Provides comprehensive and high quality case preparation, with delivery of accurate and efficient document management including bundling, 
scheduling, indexing and pagination. 

 Supports the Enforcement Team with drafting documents and correspondence and undertaking case analysis, using a wide range of information sources 
to identify and assess risk and make carefully balanced judgements. 

 Prioritises own workload on a daily basis, having regard to overall team performance and targets, ensuring adherence to SLAs. 

 Identifies and resolves data integrity issues to ensure accurate record keeping. 

 Maintains accurate information in relation to statistics/data to support the Head of Enforcement in their monitoring/evaluation of performance against 
SLAs/KPIs. 

 Takes ownership of queries/complaints from internal/external customers to ensure resolution, including timely referral to/liaison with other parts of 
the business.  

 Assists in implementing new administrative processes and resolves any administration issues as and when required. 

 Contributes to key projects as required. 

 Complies with GFSC processes including: 

- Operating within internal service level standards, and escalating problems with meeting them.   

- Ensuring that the applicable databases used by the GFSC are accurate and maintained/updated in a timely and accurate manner. 



 

- Writing comprehensive and accurate letters, memos and reports. 

- Taking clear minutes of meetings, forwarding these promptly to meeting participants, making changes as required in a timely and accurate 
manner. 

- Responding to external and internal queries/calls in a professional and friendly manner. 

 Fulfils individual risk and control responsibilities in line with GFSC standards and policies: 

- Identify, report, escalate and manage risks, risk events, controls and management actions in a timely manner in line with the GFSC's standards 
and policies (including risk appetite) and proactively engage with risk function. 

- Undertake relevant risk management training in a timely manner. 

- Actively participate and contribute in Risk and Control Self-Assessment Workshops.  

- To provide meaningful analysis and interpretation of regulatory risk information for management, including the strategic implications and knock 
on effect of any trends on future plans. 
 

Knowledge, Skills and Experience:  

 Law graduate and/or experience of case administration in a legal or regulatory context is desirable. 

 Excellent organisational, prioritisation and time management skills. 

 A proven ability to work well under pressure, and complete a range of tasks and deliverables to tight deadlines. 

 Able to work confidently with IT systems. 

 Strong written skills with experience of drafting documents and correspondence clearly and concisely. 

 Able to deal effectively with people at all levels, including senior members of staff. 

 Able to analyse information, draw conclusions and decide on a course of action.  

 Highly motivated with quality work ethics. 

 Good team player who supports and works well with others. 

 Dependable, honest and able to deal with sensitive information in a confidential manner. 

 Desire to continually improve and learn. 
 

 


