Job Description - Investor Relations Associate

Background
Ion Pacific is a venture capital firm with offices in New York, Hong Kong and London. Ion Pacific is differentiated from other venture capital investors by its focus on providing flexible capital solutions to VC funds and technology companies. The firm’s approach of structured secondaries investing is novel in the venture capital industry and has few competitors. In addition to its secondary strategy, Ion Pacific also has a dedicated life sciences investment strategy.
Having raised a significant amount of capital in recent years, Ion Pacific is growing its team by bringing on an Investor Relations Associate.
Description
The successful candidate will enjoy working with a very talented and international team in a fast-paced environment.  While the candidate may work remotely, the candidate will be expected to keep to a disciplined schedule of regular tasks. She / he will come from an RFP writing, marketing media or client reporting background and ideally have between 3 and 5 years relevant professional experience.
Applicable skills required (critical): Microsoft office suite – Word, Excel, Powerpoint; Mailchimp or any other IR facing communication app, experience in maintaining CRM records and designing reports.
The role is a great opportunity to get involved at an early stage of the development of a promising business in a booming segment of venture capital. If successful, she / he be in prime position to head up a broad marketing brief over time.
Responsibilities
· Marketing collaterals: creating and maintaining brochures and product teasers; 
· Social media: maintain various social media profiles and take ownership of ad-hoc communications and community engagement. Take a lead role in keeping on top of the social media landscape and suggesting appropriate initiatives;
· Investor communications: work with the finance team on to ensure quarterly account statements are clear and communicated to investors smoothly; maintain product performance dashboards in various formats, respond to ad hoc enquiries from investors;
· New client on-boarding: KYC, handling of subscription agreements and managing ad-hoc enquiries, appropriate record keeping;
· CRM record keeping: support various members of the team in keeping accurate records, occasional reports extractions;
· Events: manage events budget, participation and sponsorships initiatives;
· Website: occasional update & maintenance under total ownership;
· As in all young organisations the successful candidate will be expected to contribute to related but not necessarily listed assignments;
The Candidate
· 3-5 years relevant professional experience within an asset management firm, private or public markets, in an RFP writing, marketing or client relationship role.
· Ability to self-manage priorities between recurring tasks and ad-hoc requirements.
· Understanding of the critical nature of delivering best-in-class client service.
· Flexibility to interact with stakeholders across several time-zones (Asia, Europe and US)
· A self-starter with a desire to work in an entrepreneurial environment 
· Ability to train junior team members and provide guidance as needed
· Ability to work under pressure on tight deadlines as necessitated by transaction timelines
· A Bachelor’s degree or higher, ideally demonstrating strong quantitative aptitude
· Must have permanent authorization to work in the US
To Apply
· Please submit your resume and a short cover email describing your interest in the role to USrecruiting@ionpacific.com with subject: IR Associate
