	john M. smith
123 first avenue ( queens, NY 12345
mobile Phone (123)456-7890 E-MAIL: john.M.smith@gmail.com 
linkedin.com/in/johnsmith
Summary

	
	Meticulous financial service professional, who undertakes complex assignments, meets tight deadlines and delivers superior performance. Possesses practical knowledge in corporate finance, risk management, and capital markets. Applies strong operational understanding and communication skills to inform senior management and external clients of key issues to provide superior client service. Operates with a strong sense of urgency and thrives in a fast-paced setting. Core competencies include:

Corporate Finance & Financial Services • Client Relations • Financial Analysis • Sales Support  

	Experience 

	
	XYZ Corporation • Uniondale, NY 11556 • 2013 – Present

A financial services company, providing investment management, investment services and wealth management that help institutions and individuals succeed in the global financial market place. 

Institutional Operations Manager, XYZ Investments                                                                            2015-Present
· Execute all new institutional relationship agreements, amend all preexisting agreements when required and maintain all documentation to ensure each relationship is current.
· Derive and report on ad hoc analysis, profitability analysis, trend analysis and sensitivity analysis at both the micro and macro corporate levels. 
· Develop macro-enabled templates and database queries to increase efficiency in data analysis and extraction.
· Utilize in-house proprietary financial software applications to develop/improve databases, presentations and reports. 
Accomplishments:

· Conducted an extensive profitability analysis on 15.2B dollars of AUM within all Institutional index funds at both the macro and micro level; utilized by CEO of XYZ Investment Management to implement new fee structure. 
· Led initiative to identify and analyze 170.7B of AUM within XYZ Money Market funds that may be at risk as a result of new Department of Labor Fiduciary Rule.
· Completed XYZ  Mentor Program   
Operations Specialist, XYZ Brokerage Services                                                                                             2013-2015
· Monitor all incoming correspondence, account applications, checks, stock certificates, etc. to ensure that paperwork is in good order and is processed in accordance with Federal, State, IRS, Exchange and FINRA regulations.
· Handle incoming calls and security trade requests from both customer and financial advisors. 
· Manage outgoing correspondence, including paper, electronic and telephone. 

· Support implementation of new and changing regulatory policies within broker/dealer department.
· Conduct KYC due diligence for all new client accounts.

	Education

	
	M.S. Risk Management XYX College, City University of New York • 2015 – Present 

· Concentration in dynamic financial analysis.

B.S. Accounting & Business Administration, University at XYZ, SUNY • 2012

Minor concentrations in Economics & Financial Market Regulation.

	
	Certifications

· NASD Series 7, 63
Related Skills:
Proficient in Microsoft Office Suite: Advanced Excel • Word • PowerPoint • Outlook • In-house proprietary financial software.

Interpersonal communication •Public speaking • Presentation


