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Candidate Resume 
PROFESSIONAL EXPERIENCE 
123 Investment Partners, Inc.







     xxxx-present
Vice President, Investor Relations 
· Manage marketing and communications function for entire product suite (separate accounts, mutual funds, 3(c)7 fund) of the publicly-traded asset management firm.

· Manage team of three: Investor Relations Analyst, Marketing Communications Analyst, Administrative Assistant 
· Responsible for the production, content and design of marketing collateral including: presentation books, fact cards, investment commentary, performance updates, due diligence questionnaires, custom materials and key employee biographies
· Lead on public website redesign initiative
· Guide relationships with public relations firm and marketing design firms

· Oversee production of RFP responses and investment consultant database submissions

· Manage firm CRM system (Satuit)

· Routinely coordinate with compliance, front office, back office and product management on content and on production process improvement

· Managed vendor selection process and implementation of new RFP library software, consultant database software and workflow software solutions

The MXZY Group








       xxxx - xxxx
MXZY Investment Management, L.L.C.





        
Client Services Manager, Investor Relations Group





         
· Managed client service function for entire institutional asset management product suite (8 funds, multiple separate accounts, 13 strategy composites)
· Managed team of four associates
· Responsible for investor transaction activity
· Processed and Series 24 reviewed fund subscriptions, redemptions, side letters and assignments
· Coordinated separate account initiation and ongoing transaction activity including facilitating wish lists, performance start dates, inflow valuations, account restrictions, and fee calculations
· Responsible for all investor reporting and marketing materials

· Reviewed and provided Series 24 approval of all product marketing materials; including GIPS performance composites and investor consultant database submissions
· Production of responses to RFPs from investment consultants, public and corporate pensions, endowments, and foundations; implementation of response library software (Microsystems D3)
· Developed and maintained investor website; managed publication of new “Market Insights” investor letter
· Managed all investor inquiries and represented client services in meetings with prospective investors
· Routinely coordinated with front office, back office, legal and compliance on a variety of product and investor matters; regularly met with designated Executive Committee member
· Designated liaison between investor relations and portfolio manager on all product matters
· Responsible for coordinating the launch of global product offering
· Provided metrics to senior management for evaluation of investor pipeline and marketing staff results
· Led the planning and operations of inaugural investor conference 
· Heavily involved in the rollout of new investor relations CRM system (PerTrac CMS)
123 Investment Bank Global Markets Inc.

    



                  xxxx - xxxx ZYX Global Management, a hedge fund unit of 123 Investment Bank
Vice President, Investor Relations


           



                  xxxx - xxxx
· Primary point of contact for institutional investors, institutional and retail sales staff, and internal staff for all inquiries regarding ZYX Funds and underlying strategies (approx. 35)
· Responsible for the publication of all institutional and retail investor communications

· Published NAV and risk profiles daily, investor updates monthly, and ad hoc reports

· Developed and maintained institutional investor website

· Managed investor services

· Work with legal department in developing and updating offering materials 

· Work with finance and third-party administrator in managing overall fund transactions

· Developed and maintained fund marketing materials including: general presentations, fact cards, due diligence questionnaires, web materials and customized prospect presentations

· Product and marketing manager for Asian multi-strategy satellite fund

· Drafted the product proposal and guided the product through internal review and approval
· Developed marketing materials and strategy; created supporting investor communications

· Interim Director of Product Management for all ZYX Funds

· Served as director while permanent director on leave

· Project manager for the operational and legal setup of multiple new product launches

XYZ Trading                                                                      
Vice President, Office of the CEO






                 xxxx - xxxx
Associate, Office of the CEO







                 xxxx - xxxx
· Project manager of sale of XYZ Trading Inc. to 123 Investment bank, closed in March xxxx:

· Coordinated the confidential activities and communications of executive management, counsel, and deal teams throughout the multi-month transaction

· Oversaw production of due diligence and timely completion of legal documents

· Prepared pre-sale presentations and post-sale client, employee and media communication plans

· Coordinated post-closing merger-related activities including:

· Conduct financial analysis of ongoing shareholder payments and transactions

· Serve as central contact for general inquiries and management of deal-related compensation

· Manage the custom audit of independent subsidiary status

· Responsible for the production of all internal communications and publications

· Managed the activities of the Customer Advisory Board

· Oversaw periodic reporting functions into Parent Company

· Managed board relations prior to sale:

· Provided high-level business analysis; monitored and reported on corporate financial and market performance; conducted detailed review of client and product line growth

· Prepared presentations for quarterly meetings, created monthly publication for venture investor and senior executive board members

EDUCATION

123 University, Graduate School




           

                xxxx - xxxx
· Ed.M. in Higher Education; concentration in university-business collaboration and new competitors in higher education. 

· Maintained part-time employment in Massachusetts office of ZXY Law Firm
ABC College                                                  
                                                                   xxxx - xxxx
· B.A. cum laude in American Studies, minor in Economics; fulfilled premedical requirements; honors: first-year distinction, ABC College Scholar

