Bradley, Foster & Sargent, Inc.

Job Description
Job Title

Finance Assistant
General Job Description

Assisting the Chief Financial Officer with his responsibilities for all financial, compliance, regulatory, administrative and human resource functions of the Company and supporting Portfolio Managers in the execution of their responsibilities; specifically, executing transactions, rebalancing portfolios, performing financial analysis of Guidance List and potential Guidance List companies and preparing reports (e.g. performance) and presentations (e.g. marketing)
Specific Job Description

1. Assist the Chief Financial Officer in the performance of all of his financial, compliance, regulatory and administrative duties and responsibilities, including:
a. Accounting, including accounts receivable, accounts payable, depreciation, taxes, monthly and annual closings of the Company’s books and records,
b. Auditing by third parties, including books and records of the Company and performance verification,
c. Budgeting,
d. Cash management,
e. Compliance, including all policies and procedures,
f. Facilities and premises, including parking,
g. Litigation, including claim submission and
h. Performance calculations
2. Assist the Chief Financial Officer in the performance of certain of his Human Resources duties and responsibilities, including: 

a. Employee and employer insurance, 

b. 401(k) Plan administration and 

c. other benefits projects

3. In support of Portfolio Managers:
a. Help establish groups/models to carry out trading programs

b. Implement trading programs, including sending trades electronically to the Bradley, Foster & Sargent, Inc. trader and validating the accuracy of executed trades

c. Review portfolios frequently to ensure asset allocation guidelines are met; discuss outliers with Portfolio Managers and remedy, if appropriate 

d. Work with Portfolio Managers to track realized and unrealized capital gains, income distribution, etc.

e. Provide analytical support

4. Perform other duties, as assigned by the Chief Financial Officer and Portfolio Managers
Skills & Knowledge

1. Undergraduate degree in accounting, finance, business administration or related field, or equivalent experience
2. Excellent ability to multi-task and prioritize independently

3. Excellent organization skills

4. Excellent written and verbal communication skills

5. Excellent PC, Excel  and Windows knowledge

6. Strong team orientation and good people skills

7. Strong personal work habits; self-starter

8. Excellent integrity and character
Reports to: Chief Financial Officer
