capital advisors

catalyzing capital for impact

Open Position

ADMINISTRATIVE ASSISTANT / OFFICE MANAGER

Organization Overview:

Imprint Capital Advisors catalyzes capital for impact by developing and executing mission driven
investment strategies for leading foundations, family offices, indivejaald their trusted

advisors. Imprint advises, designs and manages high impact client portfolios across sustainable
sectors and asset classes.

Based in San Francisco, California, Imprint is a boutique investment advisory firm founded by
experienced profsionals in the mission driven investment field. Imprint provides the following
services:

. Strategy development and advisory services

. Portfolio construction and management

. Transaction strategy, support, and execution

. Client-sponsored product development
POSITION SUMMARY

The Office Managemill be responsibldéor managing all aspects of Imprint Capital AdvisorOs
business operation, including making payments to vendors, invoicing clientscanding
general administtave support to the firmOs principals

RESPONSIBILITIES

I Prepares monthly invoices to clients and follows up on payments

I Orders office supplies, manages relationships with and payments to outside vendors,
including phone, computer support, payroll, health insurance benefits and delivery msmpan
Coordinates financial recoikkeeping with outside accountant/beké&eper

Receives and handles incoming and outgoing mail and telephone calls

Helps to nanage the principalsfalendars

Arrangesmeeting and conference cafppointments and travel

Maintainsand organizefiles

Prepares, submits and tracks expense reimbursements

Performs other duties as assigned

CRITERIA FOR SUCCESS

I Strong organizational skills drability to work under a fagiaced environment

I Exceptional commitment to accuracy and rfitn to detail

I Ability to multi-task and to prioritize work amidst competing demands

I Excellent written and oral communication skills

I Strong interpersonal skitllgourtesy, tact, patience and team orientation

I A strong administrative and systems orientatigarticularly in the context of a small office
| Strong team playeinterest in social investingnd commitment to ImprintOs mission

REQUIREMENTS
I Minimum of fouryear undergraduate degree
I A minimum offour years administrative work experience in an @fsetting



I Computer proficiency in: MS Word, Excel, Outlook, Internet search skills, and ability to
learn new applications quickly

Salary: Competitive salary withenefits
CONTACT: career@imprintcap.com

Imprint Capital Advisorsis an Equal Opportunityemployer



