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POSITION
Looking for a Senior Operations Manager, and you will be responsible for:

« Leading and all op: of a fund This ensuring the smooth, efficient, and compliant execution of middle-
and backoffice activities, while working closely with

sales, business development, and external service provider teams.

« O ing the internal i of the
office, i i ips with
partners such as payroll providers, insurers, corporate
secretaries, and It

This is a hands-on role in a start-up i requiring
and the ability to juggle multiple responsibilities.

High energy, strong execution, and the ability to self-
manage and drive projects i y are ial for in this p

This Financial Institution is a Monetary Authority of

fund pany based
in Singapore. They in delivering pr ket tailored to the needs of wealth management clients. Their platform enables partners to enhance operational efficiency, deepen client engagement, i
high-net-worth individuals and family offices.

JOB RESPONSIBILITIES

Office Operational Management:

« Oversee the day-to-day ini: i i of the Sii office to ensure a smooth and efficient
working environment.

« Provide administrative support to the sales and teams, with
reviewing legal documents and related tasks.

« Manage HR functions such as payroll, employ ing, and talent

« C i with the Operati at the Japan ters on internal administrative matters.

Compliance & Risk Management: (NOT THE PRIORITY!)

« Collaborate with internal and external compliance teams to ensure adherence to MAS regulatory
requirements.

« Maintain and regularly update the firm’s i policies and p
« Identify op i risks and i appropriate Is and best practices to mitigate them.
« Ensure full compliance with internal policies and external the firm’s to
ethical and p
Finance & Accounting:
« Work closely with the external ing firm to ge b ing and ensure records of all

financial transactions.

« Monitor cash flow regularly to ensure the y meets its in a timely manner.

« Provide fi ial insi to to support cost control, ing, and long-t


https://www.careercross.com/company/detail-329506

planning.

Vendor Management:

« Serve as the primary point of contact and internal s to ensure
ication and issue i

« Identify and i for office I , and faciliti idering factors
such as cost, service quality, and reliability.

. service-level agr (SLAs) and pay terms, ensuring all contracts undergo proper legal
and compliance review prior to execution.

Fund Support:

- Coordinate with external service provi -i ing legal 1, fund inistrators, and auditors - on
fund-related matters such as fund formation, capital calls and distributions, and annual audits.

« Support new fund launches, client onboarding, and process improvement initiatives across fund operations.

« Review quarterly financial statements prepared by fund administrators and ensure timely distribution to
investors.

QUALIFICATIONS
. s degree or

in Finance, A i ics, or a related field.

Experience in office and i perati p y within an asset management or fund
management firm.

Background in compliance is a plus.

« Strong ing of fi ial instr fund structures, and regulatory frameworks.

. or izati ytical, and ication skills.

Self-motivated and driven, with high integrity and the ability to thrive in a fast-paced, entrepreneurial
environment with minimal supervision.

« A to ing il needs and client expectations.

« Proficiency in Microsoft Office Suite (Excel, PowerPoint, Word).

EA: JAC Recruitment Pte. Ltd.

EA Licence: 90C3026

EA Personnel: R22109162

EA Personnel Name: Tan Wan Ting

#LI-JACSG
#countrysingapore

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.sg/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.sg/terms-of-use
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