
Our growing company is hiring for an institutional support. Please review the list
of responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for institutional support

Work with clients, Global Agency Desks and LD Ops to automate client
allocations and enhance existing processing where needed
Ensure that projects are developed with a regionalization view in mind
Manage all project phases, including initiation, planning, testing, execution,
monitoring, control and closure
Develop and maintain project documentation and reports for regional,
country and functional stakeholders
Play an active role in the implementation and/or administration of project
governance requirements
Supervise team of representatives who will serve as the single point of
contact for central processing for Listed Derivatives and OTC Clearing clients
To help developing the institution business via working with insurers,
pensions and sovereigns investors
Coordinate with relevant parties and investment engines on cross-border
activities, and travel arrangements
Organize and coordinate special events, trainings or meetings, including time
arrangement and venue reservation
Providing general sales support including preparing presentation materials
and maintaining/filing documents, handling external diaries, such as mailing,
printing and stationery ordering, typing, and

Qualifications for institutional support

Example of Institutional Support Job Description
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Monitor, record and report business exception details for escalation to
various governance, risk management and compliance groups with the Risk
Management framework
Schedule and manage recurring Governance Committee, working group and
subcommittee meetings, including maintaining meeting minutes, action items
and materials for records retention
Maintain update and document Governance and related administrative
procedures in accordance with SunTrust standards
Manage, update and develop procedures to ensure that they operate
efficiently and effectively
Lead manage select administrative projects
Prior experience in Collateral, Credit or Market Risk a plus


