
Our company is growing rapidly and is hiring for an investor relations. 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 investor relations

Representatives are responsible for ensuring that prospective investors meet
eligibility, compliance and anti-money laundering guidelines during the
processing of investor-related transactions, which includes subscriptions,
redemptions, the generation and distribution of confirmations and
statements, transfers, re-registrations and distributions
Representatives are also responsible for reconciling trade information
received with the clients expected transactions and monies received from
investors
Provide guidance and feedback to IR team members on other quarterly
deliverables, such as slides and speaking notes used during the earnings
conference call/webcast, company fact sheets, analyst preview reports, post-
call summary reports
Develop firsthand knowledge of Arconic’s investor base and sell-side analyst
community
Have direct exposure to senior management (including C-Suite) on a daily
basis
Work with the Investor Relations team to ensure timely communications with
all stakeholders and seamless operation of the department
Leads the collection, analysis, and presentation of investors’ perceptions and
opinions, brokerage security analysts’ positions and summaries, relative stock
price movements, and periodic ownership analysis
Manage investor inquiries/requests and respond in a timely manner

Example of Investor Relations Job Description
Powered by www.VelvetJobs.com



Qualifications for investor relations

Act as a subject matter expert and advise on issues related to financial
markets and investor feedback
You have capable of demonstrating initiative and independence in carrying
out multiple tasks, strong critical thinking and problem solving skills
Basic understanding of the overall direction of the AIS business, core services
of AIS, and ancillary products and services provided to the AIS client base
Ability to communicate information carefully in order to manage client
BS/BA in a business-related field
Preferable Investor Relations in a complex industry such as alternative
investments


