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JOB DESCRIPTION
Position:
 
Investment Specialist
Reports to:

Vice Chairman/Chief Investment Officer
Job Summary:

Supports the administration & technical side of the Investment Office 
Job Classification:
Full time, exempt
Wage:


Competitive Salary and benefit package included
______________________________________________________________________________________________________________________
ESSENTIAL DUTIES AND RESPONSIBILITIES:
· Support the Vice Chairman/Chief Investment Officer and Investment Analyst/Assistant Controller in the management of numerous actively and passively managed investment portfolios involving trade processing, preparation of monthly evaluation reports, performance monitoring, and documentation and recording of investment activity. 
· Perform general administrative duties and support general office operations including scheduling of meetings and appointments, managing telephone communication, written correspondence, making travel and hotel reservations as requested, create and maintain general office files.  

· Support the activities of the Vice Chairman in the execution of his duties with El Pomar Foundation and on the numerous nonprofit boards of directors on which he serves. 

· Supports the Investment Challenge program for the El Pomar Fellowship.  Duties include curriculum preparation, planning and scheduling of monthly meetings and providing course related tutoring.

OTHER POTENTIAL DUTIES AND RESPONSIBILITIES:
· Assist the Accounting Department with administrative functions.  This would include cash management and filing.

·  Assist the Grants Administrator with filing correspondence of grantees and preparation and/or breakdown of files following Trustee Board meetings. 

QUALIFICATIONS:
· Knowledge of equity and fixed income markets and securities trading
· Ability to work in a team-oriented environment requiring flexibility and ability to multi-task
· Strong written and verbal communication skills
· Attention to detail and the presentation of quality work products; meet established deadlines
· Competency in Microsoft Word, Excel, Access, and PowerPoint
· Possess a strong work ethic and maintain integrity as a guiding principal
· Ten (10) years of work in related fields or demonstrated ability to perform required duties
· Undergraduate Bachelor’s Degree is required
· Series 7 Securities License desirable, but not required
Qualified applicants may submit their cover letter and resume to Nicole Magic Soto at nmagicsoto@elpomar.org.

