Job Description: Operations Implementation Manager

This position will report to the head of operations of Alternative Investment Services.  Following are the primary job responsibilities:

New Business Implementation

· Coordinate with operations and Cayman Compliance team, where appropriate, during the business development stage – to include a risk based analysis of new business to ensure service and potential operational risks have been taken into account.  

· Maintain an accurate pipeline report for all new business seeking regular updates from Client Service and Business Development teams. 

· Act as liaison with new clients to obtain new fund information required by operations and legal departments.

· Coordinate the distribution of fund legal documents and updates to operations and legal teams and solicit comments from both departments

· Ensure pro formas are completed for all business in the pipeline including organic new business.  

· Build and maintain guideline sheet to ensure consistence in completion of pro formas.

· Develop and maintain a report showing the accumulated increase/decrease in business to facilitate Request For Hire proposals.

· Develop standard project plans for use in facilitating the conversion planning process of new business and lost business.  

· Facilitate review and amendment of client proposals and client service agreements.

· Serve as liaison to legal department to assist in facilitating contract review and follow-up.

· Liaise with operations to ensure proper hand off from proposal stage to launch stage.

· Introduce operations teams to new clients

· Liaise with each operational area to ensure they have information required to begin servicing new funds prior to launch (i.e. bank accounts set up, trade files mapped, hedge recon set up, prime broker access)

· Review fund data sheets for new funds to insure accuracy and completeness.

· Review new client set-up procedures and ID requests. 

· Liaise with Cayman office for offshore client related issues 

· Coordinate weekly new business operational calls with operational leads

· Perform follow-up calls to new Clients in initial stages before hand-off to Client Service to ensure expectations are met.

Termed Clients/Lost Business

· Coordinate with operations teams for termed/lost business.  

· Liaise with operations to ensure terminated/lost business is accounted for properly.

· Serve as liaison to legal department to assist in facilitating termination of clients.

· Liaise with each operational area to ensure they have information required to terminate client.

· Liaise with Cayman office for offshore client related issues.

Computer Skills

· Excel, Word, Access, Outlook & MicroSoft project.

Education

· College degree, ideally in the Accounting or Finance field, preferred. 

· Minimum of 5 years operational experience in the alternative investments workspace. 

· High Client Service skills  

Compensation

$100K base plus incentives (est 15%) and competitive benefits package.

Contact

Suitably qualified candidates should forward their resume in confidence to:

Daniel A. Hanwacker

CEO & President

HANWACKER ASSOCIATES

521 Fifth Avenue

36th Floor

New York, NY 10017

e-mail: dhassoc@optonline.net
phone: (212) 984-1646

fax:      (212)682-2353

