ASSOCIATE, INVESTOR COMMUNICATIONS GROUP
About the Firm
Firm Mission: “Achieving Client Success through Research and Technology”
Los Angeles Capital, the “Firm”, is a global equity manager of assets for leading institutions around the world.
The Firm is recognized as a pioneer in dynamic equity management, utilizing proprietary technology to engineer
equity portfolios that adapt to today’s equity market. The Firm’s senior investment professionals bring together
three decades of investment experience to develop models for measuring and forecasting return and risk of
global equity securities. The Firm manages approximately $24 billion as of May 31, 2020 across a wide variety
of public equity strategies designed to meet institutional client return and risk objectives. The Firm has been
ranked for six years in a row by Pensions and Investments as one of the “Best Places to Work in Money
Management”. The Firm’s working environment places a strong focus on teamwork and values work-life
balance. The Firm offers a competitive compensation package which includes health care plans, 401(k), and
many other top-tier benefits. The Firm is 100% employee-owned and seeks to share equity to retain and
motivate employees’ long term. Los Angeles Capital firmly believes the quality and commitment of the
individuals are vital to the success of the Firm, ensuring that client expectations are exceeded.
COVID-19 Hiring: We recognize how challenging it is to start a new role with a new company during this
uncertain time. Our team is here to support you every step of the way. During the pandemic, we have
transitioned to a work-from-home environment until further notice. All of our recruiting and onboarding
activities are virtual. We encourage you to discuss Los Angeles Capital’s response to COVID-19 throughout your
recruiting process.
Position Overview
The Associate will work in the Investor Communications Group (ICG), which is responsible for written collateral
communication (e.g. presentations, RFPs, factsheets, and newsletters) both internally and also between the
Firm and the financial community, including clients, prospects and consultants. The ICG is an integral part of
the Relationship Management department, which is responsible for developing business relationships with
prospective institutional investors and investment consultants and supporting the servicing of institutional
clients. The Associate will work closely with senior management, portfolio managers and business
development professionals and will report to the individual in charge of the ICG.
Key Job Responsibilities
 Co-ownership of RFP/RFI/DDQ process and Proposal Writing System (Qvidian) including: drafting,
customization to reflect a nuanced and targeted response to the specific opportunity, knowledge of all
subject matter experts available at the firm, completion of forms and requirements, knowledge of
proper materials that should be included, gathering of data, physical construction of the proposal,
proofing, legal and compliance review process, packaging and delivery and handling follow-up work
associated with RFPs moving to the next phase
 Develop an understanding of the Firm’s investment process and products
 Participate with the team in a wide variety of tasks associated with business development including
RFPs, performance update reports, market insights, and newsletters
 Partner with designated relationship managers by providing follow-up and sales/relationship
management support














Gain knowledge of marketing regulations for coverage outside of the US, which includes Continental
Europe, UK, Middle East and Australia.
Work collaboratively with various teams within the firm – including Portfolio Management and
Research – to resolve and follow up on investor requests and issues
Ownership of maintaining select consultant databases
Central resource for Relationship Management Team’s analytics research and analysis including
understanding our strategies competitive advantages and creating competitive analysis and product
position reports
Maintain CRM (Satuit) to ensure reporting, contacts and mailing lists are up-to-date
Utilize Firm’s systems’ (eVestment, Atlas, APX, BPortal, etc.) to regularly generate compliant reports on
equity portfolios and composites
Assist producing content for conferences, seminars, and webinars
Develop intermediate level skills in Tableau
Work closely with Legal to coordinate, update and review pooled funds collateral (inc. UCITs, LPs, CITs)
Liaise with IT, Legal and Compliance as needed in order to uphold regulatory standards for marketing
materials and enhance internal systems and procedures
Special projects as assigned

Skills and Knowledge Desired
 Strong RFP writing experience required
 Highly organized, detail oriented, and committed to quality
 Mature team player who can thrive in a fast paced, challenging yet collaborative work environment
 Able to manage time effectively in spite of competing priorities and deadlines
 Highest ethical standards and demonstrates good judgment
 Clear written and oral communication
 Proactive problem solver with ability to work independently
 Ability to create trust and respect with peers
 Advanced skills in Powerpoint, Excel, and Word
 Experience with Evestment and Tableau a plus
 Undergraduate degree required
 Minimum of three to five years of relevant experience (i.e. working with quantitative processes and
strategies and RFP writing) and familiar with standard concepts, practices and procedures within the
business development field of asset management
To apply
Please respond with a cover letter and resume to careers@lacapm.com.
Los Angeles Capital is an SEC registered investment adviser and required to track certain political contributions
under rule 206(4)-5. Therefore, you will be required to disclose your prior political contributions.
Los Angeles Capital is an Affirmative Action/Equal Opportunity Employer committed to providing employment
opportunity without regard to an individual’s race, color, religion, age, gender, gender identity, sexual
orientation, national origin, ancestry, marital status, medical condition, genetic information, veteran status or
disability. For more information about the company, please refer to our website at www.lacapm.com.

CALIFORNIA EMPLOYEE/APPLICANT PRIVACY NOTICE

In this California Employee/Applicant Privacy Notice (“Privacy Notice”), “Los Angeles
Capital”, “we”, “us” and “our” means Los Angeles Capital Management and Equity Research,
Inc., being the entity employing or which may potentially employ you as of the date that you
receive this document.
About this Privacy Notice
This Privacy Notice applies solely to employees of and applicants for employment with Los
Angeles Capital who reside in the State of California (“consumers” or “you” or “your”). This
notice is to comply with the California Consumer Privacy Act of 2018 (“CCPA”) and other
California privacy laws. Any terms defined in the CCPA have the same meaning when used in this
notice. We do not “sell” (as that term is defined in the CCPA) your personal information.
The Privacy Notice sets out the basis on which any “personal information” (as that term is defined
in the CCPA) about you will be processed by us. Please take the time to read and understand this
Privacy Notice.
Personal information that we collect about you
We may collect and process the following personal information about you (information may
overlap several categories):
•

Identifiers. A real name, alias, postal address, unique personal identifier, online identifier,
Internet Protocol address, email address, account name, Social Security number, driver’s
license number, passport number, or other similar identifiers.

•

Personal information categories listed in the California Customer Records statute
(Cal. Civ. Code § 1798.80(e)). A name, signature, Social Security number, physical
characteristics or description, address, telephone number, passport number, driver’s license
or state identification card number, insurance policy number, education, employment,
employment history, bank account number, credit card number, debit card number, or any
other financial information, medical information, or health insurance information. Some
personal information included in this category may overlap with other categories.

•

Protected classification characteristics under California or federal law. Age (40 years
or older), race, color, ancestry, national origin, citizenship, religion or creed, marital status,
medical condition, physical or mental disability, sex (including gender, gender identity,
gender expression, pregnancy or childbirth and related medical conditions), sexual
orientation, veteran or military status, genetic information (including familial genetic
information).

•

Professional or employment-related information. Current or past job history or
performance evaluations.
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•

Information that you provide to us or one of our affiliates. In addition to the above we,
or one of our affiliates, may collect the following information, which could include
information about you that you give to us by filling in forms or by communicating with us,
whether face-to-face, by phone, e-mail or otherwise through the recruitment process and
during your employment with us. This information may include your date and place of
birth, nationality, mobile telephone number, next of kin, emergency contact details, tax
details and your date of hire and references.

•

Information we may collect or generate about you. This includes:
o work-related details such as your job position, contact details, performance at work,
absences, pay and benefits information, service history, a copy of your employment
agreement, photograph, health information, pregnancy and/or disability status;
o information about your entitlement to work in the US;
o personal information that we collect through your use of our email system (including
but not limited to your full name, email address and the content, date and time of your
email correspondence);
o personal information, such as browser history, we collect through your use of our
information technology system or our computers, mobile devices, or networks;
o personal information that we may collect through regulatory filings; and
o information obtained through an exit interview with you (upon your departure from our
organization), including your reasons for leaving.

•

Information we may obtain from other sources.
o background screening report;
o information about you collected via a search of various sanctions lists; and
o details of your qualifications, skills, experience, licenses, and employment history from
references, former employers, regulatory authorities or public sources.

Personal Information does not include your personal information that has been de-identified,
pseudonymized, anonymized, aggregated, and/or otherwise processed so as to be unidentifiable in
such a way that the data can no longer be attributed to a specific individual (by reasonable means)
without the use of additional information, and where such additional information is kept separate
and under adequate security to prevent unauthorized re-identification of a specific individual such
that one could not, using reasonable efforts, link such information back to a specific individual
(the foregoing in this sentence being referred to as “De-Identified Personal Information”).

Uses of your personal information
Your personal information may be stored and processed by us in the following ways and for the
following purposes:
•

to meet our legal and compliance obligations as an employer and perform our obligations
and exercise our rights under your contract of employment with us. For example, we use
your personal information to pay you, to evaluate your individual performance and provide
benefits in connection with your employment;

•

to meet our, and our affiliate’s, legal and compliance obligations as regulated firms;

•

we will use the private contact details relating to you and your next of kin (which you have
provided to us for emergency purposes) only in connection with an emergency or for
business continuity purposes, including tests of the system;

•

we will process personal information related to your use of our email system in order to
enable the effective operation of the email system and ensure that it is used in accordance
with our policies and procedures;

•

we will share your personal information with regulators or legal authorities, as necessary;

•

in the event, you seek new employment, we will share your personal information, as
necessary to comply with regulation, with a new employer; and

•

we will process personal information related to your personal trading, gifts and
entertainment, and outside business activities in order to comply with regulatory
requirements in the US.

Among other purposes, we may use or disclose your personal information for any of the following
purposes:
•

it is a requirement in order to perform our obligations and exercise our rights in connection
with your employment contract with us;

•

we may need to for the purposes of occupational health and to make decisions regarding
your fitness for work;

•

we, and our affiliate, have legal, compliance and regulatory obligations to discharge;

•

we may need to in order to establish, exercise or defend our legal rights or for the purpose
of legal or regulatory proceedings; or

•

the use of your personal information as described may be necessary for our legitimate
business interests (or the legitimate interests of one or more of our affiliates), such as:
o

allowing us to effectively and efficiently administer and manage the operation of our
business;

o

ensuring a consistent approach to the management of our employees and the
employees of our affiliate companies worldwide;

o

maintaining compliance with internal policies and procedures; or

o

contacting you or your family in the event of an emergency.

Disclosure of your personal information to third parties
We may share your personal information with third parties outside of our company for the
following purposes:
•

to a third party vendor to collect personal trading details, outside business activities, gifts
and entertainment and conflicts of interest information as required to satisfy regulatory
requirements;

•

if we are acquired by a third party, in which case personal information held by us about
you will be disclosed to the third party buyer;

•

to service providers, third party agents and contractors for the purposes of providing
services to us, including, but not limited to, payroll service providers, insurance providers,
employee benefits providers, background screening service providers, IT and
communications providers, law firms, accountants, auditors, and corporate credit card
provider. These third party service providers will be subject to confidentiality requirements
and they will be contractually obligated to use any personal information we disclose to
them or which they obtain from us solely to perform services to us or for their internal
business use, but no other use;

•

to evaluate or conduct a merger, divestiture, restructuring, reorganization, dissolution, or
other sale or transfer of some or all of our assets, whether as a going concern or as part of
bankruptcy, liquidation, or similar proceeding, in which personal information held by us is
among the assets transferred; and

•

to the extent required by law, for example if we are under a duty to disclose your personal
information in order to comply with any legal obligation, establish, exercise or defend our
legal rights.

Retention of personal information
How long we hold your personal information for will vary. The retention period will be determined
by the following criteria, as applicable:
•

the purpose for which we are using your personal information – we will need to keep the
data for as long as necessary for that purpose;

•

according to our retention policy; and/or

•

legal obligations – we must retain your personal information per laws or regulations which
may set a minimum retention period.

We will use commercially reasonable physical, electronic, and procedural safeguards to protect
your personal information from loss, misuse, and unauthorized access, disclosure, alteration, and
destruction in accordance with applicable law. Note that despite our best efforts, no data security
measures can fully guarantee security all of the time.
Changes to Our Privacy Notice
We reserve the right to amend this Privacy Notice at our discretion and at any time. When we
make changes to this Privacy Notice, we will notify you by email or through a notice on the
intranet.
Contacting Us
If you would like further information on information provided above, please contact Human
Resources.
Effective Date: January 1, 2020

