
Our innovative and growing company is searching for experienced candidates for
the position of fund associate. If you are looking for an exciting place to work,
please take a look at the list of qualifications below.

Responsibilities for fund associate

Prepare regulatory reports such as 24f-2 and Form N-1A and Form N-SAR to
ensure compliance with regulations and consistency among filings to ensure
filings are free of material misstatements
Ability to work within centralized teams in support of the financial statement
production process
Develop and maintain good working relationships with internal and external
customers and business partners through effective written and verbal
communication skills to obtain necessary information in order to
resolve/escalate issues and ensure a smooth production process
Coordinating with various teams like Centralized Exception Reporting Team
(CERT), Risk-Analytics team, Investor Services team, Tax Team etc
Manage the distribution of Fund documents to client base including but not
limited to performance updates, investor letters, transparency reports,
audited financials
Process all investor transactions, including subscriptions, redemption and
transfers
Assist potential investors with questions regarding Subscription and
Redemption paperwork and questions on Offering Memoranda details
Distribute confirmations to new investors on all capital transactions
Enter transactional information into firms CRM system and cross track data to
ensure accuracy
Monitor fund families and manager headlines for news events
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Knowledge in Hedge Funds
Strong English communication skills (both written and verbal) necessary
Knowledge of different product types, including but not limited to derivatives
(total return swaps, credit default swaps, interest rate swaps, futures,
forwards), bonds, options, equity instruments
FINRA Series 6 & 63 licenses within 8 months of start date
Must be proactive, self-motivated individual, with an excellent work ethic and
strong-ability to multi-task within a fast paced environment
Ability to work as a member to several teams, which requires flexibility and
adaptability


