
Our growing company is hiring for an associate. We appreciate you taking the
time to review the list of qualifications and to apply for the position. If you don’t
fill all of the qualifications, you may still be considered depending on your level of
experience.

Responsibilities for associate

Inputs data into Media Tools and Donovan
Accountable for all MPA and PO management and resolves discrepancies
within a billing process
Develops agency point of views (POVs) on media opportunities for
submission to the client
Studies demographic data and consumer profiles to identify desired target
audiences for specific media vehicles, including lifestyles and psychographics
Performs various calculations to identify the usefulness of different media
plans
Handle all aspects of administration including account documentation &
maintenance
Handle all aspects of client service including delivery of our service plan,
including booking of portfolio reviews, preparation of review packages for IA,
tracking of service plan and follow up on any actions required
Handle all client inquiries and provide excellent client service
Liaise with client’s accountants, bankers and other professionals as required
Input orders as directed by clients or IAs

Qualifications for associate

Sound knowledge of the Bank’s processes, product areas and requirements
around onboarding and facilitating our account/client portfolio management
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Excellent verbal and written communication skills in four languages – English,
Russian, Spanish
Bachelor’s degree from top institution required
Minimum 2-3 years investment banking, management consulting or
investment management experience (private equity experience a plus)
Proficient in Excel and PowerPoint (VBA a plus)


