
JOB DESCRIPTION

POSITION TITLE



Assistant Vice President & Chief Investment Officer





REPORTS TO:



Vice President & Treasurer

PRIMARY FUNCTION: 
Facilitate financial activities of the college over a broad spectrum of constituents and service providers.

AREAS OF RESPONSIBILITY:


1. Endowment: Working with Hammond Associates and the St. Olaf Investment Committee, allocate endowment assets per Committee decisions, including opening and closing accounts and maintaining records and relationships with each fund manager.  Perform due diligence meetings with managers, especially those hired outside of consultant recommendations.  Complete various reports, including monthly market values for each fund and annual NACUBO Endowment Report.

2. Deferred Gifts: Working with Kaspick & Company, maintain accurate administrative records and the financial viability (asset allocation) of the deferred gift program.  Review and sign trust tax returns.  Review and mail, with cover letter, annual donor reports.  Prepare audit work papers related to the actuarial liabilities and net assets in the deferred gift pool.  Facilitate the transfer of new deferred gift assets and information to Kaspick.  Facilitate termination of deferred gift vehicles and transfer of assets from Kaspick.

3. Stock gifts: Working with donors and brokers, facilitate the transfer of stocks to college accounts and the sale of the stocks per policy.  Calculate gift value, receipt proceeds and calculate gain/loss on transaction.

4. Debt Issues: For ongoing debt, maintain record of interest due and wire interest, standby letter-of-credit, remarketing and SWAP payments to providers.  Prepare Continuing Disclosure documents for providers.  Prepare Official Statement materials for new debt issues.  Draw funds as appropriate related to new debt issues.

5. Supervise: Oversee the work of the Investment & Tax Compliance Analyst.

6. Real Estate: Sell real estate gifted to the college.  Negotiate the purchase of real estate desired by the college according to the Framework Plan.  Represent the college at closings.  Maintain real estate tax database and authorize the payment of real estate taxes payable.

7. Cash Management: Transfer excess operating cash to optimize investment return and liquidity.  Establish line of credit and access it as cash flow needs so warrant.   



SUPERVISORY RESPONSIBILITIES: 
See 5. above.

CONTACTS:
Internal: Vice President & Treasurer, Investment & Tax Compliance Analyst, Controller, Cash Manager, Advancement Staff, President. 

External: Kaspick & Co., Hammond Associates, Springsted, Gray Plant and other legal counsel, various bankers and lawyers, donors & income beneficiaries. 

EDUCATION: 
Essential:
BA with emphasis in finance, accounting and/or economics 


Desirable:
MBA or other Masters Degree

EXPERIENCE:
Essential:
One to two years work experience in banking/finance/brokerge.


Desirable:
Five years experience in the areas noted above. 


KNOWLEDGE, SKILLS, ABILITIES:

Ability to effectively communicate, both orally and in writing.  Ability to synthesize complex financial issues to their core elements.  Good organizational skills.  Understanding of the mission of a church-related liberal arts college.   

PHYSICAL DEMANDS:
Some repetitive data entry computer work.
WORKING ENVIRONMENT:
Office.

WORK SCHEDULE:
FTE: 1.0

APPROVAL:                                                 Mark R. Gelle

DATE:




April 27, 2009

