[image: image1.jpg]


Candidate 11
EXPERIENCE












Compliance Consulting Firm, New York, NY 
May xxxx – Present
Senior Compliance Associate (August xxxx – Present)

Compliance Associate (May xxxx – July xxxx)
 

· Provide proactive compliance consulting for hedge funds, fund of funds, private equity firms, and other investment managers to meet compliance and regulatory regulations, as well as industry-standard best practice requirements

· Draft and file various SEC and CFTC/NFA filings, including: Form ADV, 13F, 13H, Form PQR, Form PF, Form PFS, and Annual NFA registration/questionnaire
· Draft and implement compliance manuals and compliance calendars, including cybersecurity and business continuity policies and procedures

· Conduct annual compliance reviews; conduct forensic testing of compliance policies and procedures; conduct onsite due diligence meetings for various service providers; conduct quarterly code of ethics reviews; and proactively assist with SEC audit preparation
· Supervise expert network calls, review expert network usage, and conduct annual due diligence of expert network providers
· Created and manage an email review service line and team of five reviewers, which examines electronic communications for potential and actual violations of SEC regulations, the firm’s compliance manual, and industry-standard best practice requirements
· Review marketing materials and disclaimers for compliance with SEC rules and no-action guidance

· Conduct employee trainings covering employee obligations, new areas of SEC focus, insider trading, and marketing issues
· Provide proactive compliance consulting for investment advisers to ensure compliance with SEC and CFTC/NFA regulatory regulations as well as investor-requested best practice requirements

· Formulate, evaluate, and monitor compliance programs for investment advisers and CPOs and CTAs

· Draft and revise compliance manuals and codes of ethics

· Conduct annual compliance reviews and mock SEC audits

· Design and implement compliance calendars and risk matrices

· Conduct email surveillance and ongoing forensic testing or analysis of compliance policies and procedures, such as expense allocation, trade allocation, insider trading, and personal trading

· Create expert network compliance programs, including drafting detailed expert consultant questionnaires and disclaimers based on potential risk factors; chaperone expert network calls on an announced and unannounced basis

· Prepare and file investment adviser regulatory filings, including Form ADV, 13F, 13H, and Form D

· Prepare and file NFA regulatory filings for registered CPOs and CTAs, such as Annual Registration Update, CPO Questionnaire, CTA Questionnaire, Form PQR, Form PR, and Audited Financial Statements; register employees of CPOs as Principals or Associated Persons with the NFA

· Proactively assist with SEC audit preparation and provide audit support, including drafting audit document request response letters

· Conduct ad hoc marketing reviews

· Conduct employee training concerning employee obligations

· Manage clients’ compliance software platforms, such as ComplianceELF

· Train and supervise Junior Compliance Associates and Compliance Associates in forensic testing and preparation of client deliverables

State Government Office, New York, NY 
January xxxx – May xxxx



Boston, MA

Legal Intern 
 

· Researched complex securities transactions, corporate organizational structures, and fiduciary duties of investment advisors for inquiries and investigations

· Analyzed inquiry and discovery responses, including: bank records, subsidiary connections, and Form ADVs

· Draft motions and orders for default judgment for the Director of Regulations, Inspections, Compliance, and Enforcement

· Participated in on-site examinations and investigative sweeps of state-registered investment advisers 

EDUCATION














XYZ University, New York, NY 
May xxxx

Bachelor of Science in Psychology; magna cum laude

· Dean’s List and Scholar’s List

· Student Government Association, xxxx – xxxx 
· Member of the DII Women’s Gymnastics Team 
