Job Description:  Head of Operations

BM415 Investment Analysis and Portfolio Management

Fall 2008

Following are the responsibilities of the Head of Operations for the Portfolio Management class.  This class is run like a business, with responsibilities delegated to individual team members.  This framework gives students leadership opportunities which they would not get in an ordinary classroom setting.

1. MANAGE THE PORTFOLIO REPORTING PROCESS


Every Monday and Thursday

· Run the Quicken Updates and update our portfolio performance – email to Team
· Run the Daily Portfolio Bloomberg report – email to Team

· Keep track of the “themes” for each of our companies, especially new companies that will be purchased.

· Keep the watch list current and update it as new companies are added in both the Asset Management Class and the Internship class.

2. WRITE THE MONTHLY REPORT TO CLIENTS
· I would suggest beginning early in the month.  Keep up to date on what is happening in the economy and politics that could have an affect on current companies we hold or on companies we may purchase in the future.

· Watch the Fed!  This is a great source to get a good idea what is going on.  In the past we have come out with the same forecasts they have but sooner!  During the Winter 2007 semester the class as a whole was right on target with what the Fed was saying as well.  
· FOMC: http://www.federalreserve.gov/fomc/
· Report to Congress: http://www.federalreserve.gov/boarddocs/hh/
· Pay attention to industries that look attractive or ones we are avoiding.  Part of the report covers a general industry analysis.
· Stay current on all the companies we own or are doing an in-depth analysis on.  This is actually the bulk of where you’ll focus a lot of your attention on.  While most of the other students will only know what is going on with their specific companies, you should have a fairly good understanding of all the companies.

· With all of this background information, state your outlook for the future (short-term, long-term, or both!).  Generally, it should be a consensus outlook for the class, but keep in mind that you will also be taking a much more macro view of the economy as a whole so you may have greater insight than the class members who are narrowly focused on one individual company. 
3. WORK WITH THE FACULTY COORDINATOR ON SPECIAL NEEDS AND ASSIGNMENTS
· Work with Professor Sudweeks and GFA on any special needs and assignments. 
