Job Description: Team Leader

BM415 Investment Analysis and Portfolio Management

Fall 2008

Following are the responsibilities of the Team Leaders 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.  KEEP ALL TEAM MEMBERS INFORMED ABOUT MEETINGS AND ASSIGNMENTS

· Attend weekly leadership meetings weekly with the Heads of Research and the Faculty Supervisor

· Attend all group meetings

· Keep team members updated on their individual assignments through email and phone calls.  
· The in-depth analysis done class can be time consuming, so reminders sent to the team can help them be prepared on time. 
· Be responsible for making sure presentations are ready on the assigned date.
2.  AID IN THE DEVELOPMENT OF EACH TEAM MEMBER
· Be proficient in both the financial and market analysis.  
· Be aware that others may not come with an extensive background in finance—help them  
· Help team members become more involved in the company analysis and to help them develop the skills that will make them successful in their future careers
· Make sure team members get exposure to both the quantitative and qualitative aspects of the analysis and presentation (financial forecasting and industry and company analysis).  
· Encourage team members to learn new skills and try out different parts of the analysis

· As a leader, you are not the only member of the team.  

· As such, during group presentations, make sure all members get an opportunity to voice their opinions.  
· Help team members develop to a level where they are able to become team leaders their next semester  

3. BE A GOOD EXAMPLE
· As team leader, you are not the ruler of the group, but the leader.  As such, assignments and group decisions should be made by council with the entire group.  
· Your influence should be a positive factor in the overall performance of the group and should help the other team members to be successful in the class.  
· You should have an upbeat and positive attitude and constantly be willing to help the other members with their assignments should they express a need.
