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AEW Career Opportunity
INVESTOR RELATIONS 
Business Development Analyst
Location: Boston 
AEW provides real estate investment management services to investors worldwide.  The Firm’s clients include many of the world's leading institutional and private investors.  Globally AEW manages close to $75 billion of real estate assets and securities across the risk/return spectrum in both the listed and direct property markets.  The Firm’s stated mission is to be our clients' most trusted and effective advisor.  

AEW is currently seeking an analyst for the firm’s Investor Relations Group.  The position provides support to the senior members of the firm’s capital raising and client service team.  This group of marketing and client service-oriented individuals is comprised of active travelers who have extensive in-person and telephone meetings with a large number of clients, prospects and consultants.  Accordingly, the present position requires an individual with an organized and outgoing personality who is able to assist with organizing road shows, proactively coordinating all follow-up, and answering and prioritizing emails while the team is “on the road.” 

The successful candidate will possess the following skills:
Primary Responsibilities:
· Help senior capital raising team coordinate meetings and road shows by assisting in the research of prospects by location for the firm’s products in the market

· Support senior members of the firm’s capital raising team by helping to plan and manage calendars, organize meetings and road shows, work with the group’s marketing support team to identify needed materials and prep meeting attendees

· Coordinate all follow-up from senior team member’s meetings including drafting thank you notes, compiling any necessary data from the various investment, portfolio accounting and legal teams to respond to open information requests from the meetings, etc.
· Monitor email and phone correspondence and ensure that all prospect and client requests are addressed in a timely manner

· Researching and preparing pre-meeting summaries for senior team members prior to meetings and road shows
Skills/Experience Required:
· BS in Economics, Business, Marketing or other related area of study
· 2+ years of experience 
· Strong client service commitment, including management of confidential business matters

· An understanding of the institutional sales process - prior experience with Salesforce a plus 

· Detail-oriented with excellent problem solving skills, as well as written and oral communication skills

· Efficient organizational and multitasking skills

· Exceptional phone and interpersonal skills

· Ability to work independently and manage time effectively

· Ability to manage multiple deadlines and priorities

· Ability to work well in a team environment

· Sense of humor

· Strong computer skills including knowledge of databases and MS Excel, PowerPoint & Word  

· Self-starter that is eager to grow into the role of capital raiser in the mid to long-term

· Real estate/private equity industry experience a plus, but not necessary


To apply for this position please e-mail your resume to Jobs@aew.com

AEW Capital Management is an equal opportunity employer. 
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