Job Description:  Head of Systems
BM415 Investment Analysis and Portfolio Management

Fall 2008

Following are the responsibilities of the Head of Systems 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 SYSTEMS AND SUPPORT THE HEAD OF OPERATIONS
· Work with the Head of Operations to make sure the portfolio reports are all running properly.  

· In the absence of the Head of Operations, run the Quicken Updates and update our portfolio performance – email to Team
· Run the Daily Portfolio Bloomberg report – email to Team

· Work with the Head of Operations to keep the watch list current and update it as new companies are added in both the Asset Management Class and the Internship class.

· Work to make sure the Investment and Portfolio Tools are backed up once per week.

2. MANAGE THE CURRENT INVESTMENT TOOLS

· Manage the current investment tools including:  

· 1.  Screens.  Support the Heads of Research, particularly at the beginning of the year in running these Screens.  Help them with questions and support.

· 2. Financial Analysis Tools.  Work with Professor Sudweeks in correcting mistakes and making the tool as correct as can be.  Work to implement new Valuation models as asked, and work to automate this tool to do multiple analyses.

· 3.  Pricing Tool.  Ensure that the Pricing Tool is run each week, and that the Pricing Tool History Report is emailed to the Team each Monday.

· 4. Industry Tool.  Ensure that the Industry Tool is running and that it can be used by the Team and Internship students.

· 5. Daily Bloomberg Pricing Tool.  Ensure that the Daily Bloomberg Pricing Tool works and is being run by the Secretary in 660 TNRB (she is doing us a favor to run it).  Continue to automate this Tool to provide the necessary information the Team needs to make decisions.

· 6.  Portfolio Relative Valuation Tool.  Work with Professor Sudweeks to develop this Tool which incorporates our buy and sell ranges with the various metrics evaluated in the Pricing Tool.
· Be willing to work with the Heads of Research, Professor Sudweeks, and GFA on any other tools needing to be developed.
· Keep these Tools running, being aware of changes to the software systems and data protocols.

· Make sure these tools are backed up each week.

3. WORK WITH THE FACULTY COORDINATOR ON SPECIAL NEEDS AND ASSIGNMENTS
· Work with Professor Sudweeks and GFA on any special needs and assignments. 
