Bradley, Foster & Sargent, Inc.

Job Description
Job Title
Operations Assistant
General Job Description

Provide operational support to the Senior Operations Officer, reconciling internal records with custodian records through the download process; opening and closing accounts; performing billing, supply ordering and mail functions; providing back-up support for trading, performance and technology professionals; monitoring and coordinating submission of litigation forms and proxy voting; providing backup support for web site maintenance; and providing administrative coordination with the Research Analyst, Portfolio Assistants and other Operations Assistants.
Specific Job Description

1. Perform:

a. Daily reconciliation and downloading of prior day’s custodial information

b. Account opening and closing, as needed

c. Quarterly billing

d. Supply ordering, as needed
e. Daily mail opening and distribution

2. Provide back-up support for:

a. Trader 

b. Monthly account and composite performance calculations, recordkeeping, reporting and compliance testing

c. Basic technology activities (e.g. defrag, scandisk)
d. In support of the marketing function – BFS web site (periodic updates)

3. Provide administrative support for:
a. Litigation monitoring and claim filing

b. Proxy voting

4. Maintain:

a. In support of the research function – twice daily codification of external research reports and distribution to investment committee members
b. In support of the Investment Committee:

i. Production of AUM data (weekly), trading activity reports, including block trades (weekly) and various holdings analyses (monthly)
ii. Preparation of Additions/Deletions Reports

iii. Creation of presentations
5. Provide administrative assistance, as required, in support of Portfolio Assistants and other Operations Assistants (e.g. reconciliation of Advent portfolio statements with custodian records)
6. Perform other duties, as assigned by the Senior Operations Officer
Skills & Knowledge

1. Broad knowledge of equity and fixed income investments

2. Excellent PC, Excel and Windows knowledge
3. Ability to multi-task and prioritize independently

4. Strong team orientation and initiative to improve office productivity

5. Excellent personal work habits, initiative and character

6. Basic accounting knowledge

Reports to: 
· Senior Operations Officer – for all accountabilities, except:
· Head Trader and/or Designated Portfolio Manager – for trading activities

· Research Director:
· for verification of external research reports
· for Investment Committee support activities

· Chief  Financial Officer – for performance, litigation and proxy responsibilities
