Piedmont Angel Network


	Job Title:
	Fund Executive
	Payroll Type:
	Contract

	Supervisory:
	Yes – Paraprofessional 
	Work Status:
	Part-Time – 30 hours per week 

	Reports To:
	PANCO Board of Members
	Salary Range/Grade:
	To be determined     

	Approved by:
	PANCO Board of Members
	Revised Date:
	18-Jan-10




Job Purpose

Day to day operating leadership of the Piedmont Angel Network (PAN) as well as client service to PAN One & PAN Two and its members.

Job Summary
Services PAN members, prospects, and portfolio companies, organizes monthly investment activities, maintains a PAN presence in the community, maintains financial records, maintains member database, maintains website, secures information; assists in the development, implementation and maintenance of systems and software.
Results/Essential Functions include the following. Other duties may be assigned.
1. Services PAN members by:

a. Responding to phone messages, emails, requests for information, and referrals.

b. Review of business plans for investment consideration and maintaining database of all plans received for future reference and competitive datapoints.

c. Running and coordinating Screening Committee meetings.

i. Set-up of presenting companies

ii. Agenda and meeting coordination

d. Running and coordinating Administrative Committee meetings

i. Agenda creation/dissemination 

ii. Publicizing monthly meetings with email announcements and faxes. 

iii. Minutes review/dissemination

e. Running and coordinating Member meetings

i. Location coordination

ii. Agenda creation/dissemination

iii. Publicizing monthly meetings with email announcements and faxes. 

iv. Preparing materials for monthly meetings.

v. Minutes review/dissemination 

f. Coordinating Due Diligence (DD) Activities for investment prospects

i. DD materials request & receipt from investment prospects

ii. DD assignments to DD Team

iii. DD Team meeting coordination

iv. Management of DD process – questions from team members & investment prospects

v. Compilation of DD Report 

g. Providing overview reporting of portfolio companies to members.

h. Compiling monthly/quarterly data from portfolio companies.

i. Maintaining files for each portfolio company.  Including, but not limited to, due diligence materials, term sheets & subscription documents, company updates/reporting, and press reporting/releases. 

j. Working with the Monitoring Committee to check portfolio company conformance to plan.

k. Providing meeting statistics.

l. Proxy maintenance and other legal requirements of the fund.

m. Review and reporting of private equity investment news to “keep up with the trends” in the market.

2. Services PAN member prospects by responding to inquiries 

3. Services PAN investment prospects by:
a. Reviewing investment opportunities in timely manner.

b. Meeting with prospective companies to screen business plans.

c. Providing input at time of business plan review

d. Providing input post screening committee and/or member meeting on presentation skills, business model, and member feedback

e. Providing additional funding resource introductions

f. If the investment prospect moves to DD:

i. Requesting DD materials.

ii. Responding to questions regarding the process.

iii. Recruitment, if needed, of DD team members.

iv. Introduction of DD team members and their skill sets.

v. Expediting PAN committee and member decisions. (this is tougher than it sounds!!!)
vi. Working with other angel networks, venture capitalists, and private investors in deal syndicates.

g. If the investment prospect moves to a positive vote for investment:

i. Term sheet development and communication to DD team and investment prospect

ii. Coordination with legal counsel

iii. Signature completion and check delivered

4. Services PAN portfolio companies by:

a. Responding to requests for assistance or referrals

b. Providing coordination efforts of members with relevant experience to build the market value of the company.

c. Keeping abreast of competition and/or future acquirers of invested companies.

d. Attending Board of Directors meetings when monitor/observer is not available.

e. Providing financial and reporting assistance as needed. 

5. Maintains a presence in the community to attract deal flow by attending meetings and participating in joint activities with: 

a. Regional economic development entities

b. National angel organizations

c. Speaking engagements 

d. Newspaper columns

e. Granting press interviews

f. Other state and national Entrepreneur Organizations 
6. Maintains Financial Records of the organization by:

a. Maintaining files for capital accounts, checks, deposits, invoices, and receipt of payments. 

b. Preparing Balance Sheet and P&L as required for Executive Committee and Member meetings.

c. Assisting in the preparation of the PAN Federal and State income tax forms.
d. Issuing correct and timely K1 forms.
7. Maintains PAN database by keeping active and prospective member information current and confidential.  Supplies database reports as needed to the PAN members and committees.

8. Maintains PAN Website by:

a. Supervising the work of the webmaster

b. Collecting information.

9. Secures information by completing database backups.

10. Coordinates with outside accounting firm to verify accuracy of records as directed by the Executive Committee.

11. Provides historical reference by setting up filing and retrieval systems for newspaper clippings, relevant articles, and publications.

12. Maintains technical and business knowledge by attending educational workshops; reading business publications. 

13. Contributes to the team effort by accomplishing related results as needed. – very wide open
14. Ensures efficient computer and systems operations by performing minor maintenance and systems back-ups; working with service providers to assure processing and reporting needs are met, reducing downtime and difficulties or problems, and in selecting and implementing new systems and software. 

Supervisory Responsibilities

This job has supervisory responsibilities.  One subordinate position (paraprofessional) will report to this position once PANCO has been formed and PAN Two has begun. 
Work Schedule

Responsibilities will require 30 hours each week on average. Evening and/or weekend work is sometimes required.

Work Location

PAN will have an appropriate office space in the Nussbaum Center for Entrepreneurship, unless the Board of Members deems it necessary to move to a more regionally centric location.  

Travel

Travel is sometimes required.

Qualifications

To do this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education/Experience/Certification

1. Bachelors Degree and at least 5 years of related or equivalent experience in private equity financing of startup companies.

2. Previous management experience.  Can maintain resource materials, supplies and equipment to ensure smooth PAN operation.

Skills/Competencies

1. Strong skills in motivating and gaining support from diverse volunteers, including investor members. 

2. Strong skills in responding to and servicing entrepreneurs making inquiries or seeking and receiving funding. 

3. Excellent meeting planning and event coordination skills.  Independently oversees meeting logistics.

4. PC proficiency and strong skills in MS Word, Excel, PowerPoint. Quicken, and ACT.

5. Manages time effectively and prioritizes competing tasks to meet deadlines.

6. Has excellent organizational skills.  Keeps files and work area organized.  Maintains historical reference and records data.

7. Effectively maintains appointment schedules.  Plans and schedules meeting, conferences and travel.

8. Presents a professional, positive image that reflects well on the organization.

9. Can be trusted to handle extremely confidential and sensitive information.

10. Experience writing professional memos, preparing correspondence and taking notes.

11. Makes effective use of database, spreadsheet and word processing software to prepare statistical and written reports for management.

Interactions and/or Access

This job requires successful interaction with members, entrepreneurs and their representatives, other member managed funds, venture capital funds, entrepreneur groups, SBTDC, university representatives, coworkers, vendors and upper management and access to confidential files, meeting minutes, and security codes.

Work Environment

This is a regular office environment; may have low to moderate noise levels.     
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to sit; use hands to finger, handle or feel; and reach with hands and arms.  The employee is occasionally required to stand and walk.  The employee must occasionally lift and/or move up to 10 pounds. 

Specific vision abilities required by this job include close and distance vision and the ability to adjust focus.
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