Placemark Investments, Inc.

Job Description

	Title:  Operations Analyst - Reconciliation
	Location:  Dallas, TX

	Functional Role: Investment Operations
	Reports To:  Director, Operations


BACKGROUND
Placemark Investments is an investment advisory firm registered with the Securities and Exchange Commission.  The company is privately held, with 89 employees located in offices in Dallas, Texas and Wellesley, Massachusetts.  Placemark develops and distributes multi-style portfolio (MSP) and unified managed accounts (UMA) products through retail investment advisory firms nationwide.  
Placemark is one of only two firms in the industry that offers tax-optimized overlay portfolio management services for distributors.  Overlay portfolio management is the heart of proprietary MSP and UMA solutions - the most exciting development in retail financial services since the mutual fund.  We are the leader in our industry and growing rapidly.
KEY RESPONSIBILITIES

As an Operations Analyst, you will analyze security and cash positions in accounts to identify discrepancies between Sponsor and/or custodian systems against Placemark Investments’ internal systems.  In addition, the Operations Analyst will ensure response is swift and direct in resolving any discrepancies and will take ownership of inquiries related to a specific client(s).  In this role, you will be asked to switch gears throughout the day to assist with meeting critical cut-off times or high volume processing spikes.
Responsibilities include:

· Communicate with the various Placemark Investments departments and/ or the Sponsor/custodian to develop an action plan for timely resolution

· Post and/or facilitate necessary adjustments to client accounts identified in reconciling the various systems used with the Operations Group

· Understand the risk created by discrepancies to prioritize daily workload and influence internal and external groups utilizing various in house systems, and the custodian's on-line systems to investigate cause of breaks

· Serve as a well-informed back up to other members of the group

· Collaborate with the Portfolio Management team to periodically audit accounts to validate proper investment allocation according to the client agreements

· Prepare and review End Of Day client reporting

· Assist in the preparation of management reporting
· Work with Financial Consultants and Registered Investment Advisors to answer day-to-day questions regarding clients’ accounts

REQUIRED EXPERIENCE AND CAPABILITIES
· Bachelor’s degree in business administration, accounting, or finance or equivalent work experience

·  Interest and demonstrated knowledge of financial markets - including equities, fixed income, separately managed accounts, mutual funds, ETFs, and hedge funds
· Prior experience in financial services operations or accounting a plus

REQUIRED PERSONAL ATTRIBUTES
· Excellent problem solving skills and critical thinking capability

· Attention to detail, and proactive prevention of errors or task issues

· Personable, client service approach and strong customer service skills

· Accepts responsibility, ownership, and accountability for work results

· Finds a high volume, dynamic work environment engaging
COMPENSATION & BENEFITS

· Competitive salary plus bonus opportunity
· Comprehensive benefits package including medical, dental and vision insurance; 3 weeks vacation; 401(k) with company match; and tuition reimbursement after one year of employment.
Expressions of interest may be submitted to:  careers@placemark.com 

