
Portfolio Operations Associate  
JOB DESCRIPTION 

SUMMARY 

Howe & Rusling is a Registered Investment Advisory firm based in Rochester, NY with 94 years of experience and over $1.7 billion 
in assets under management. While we ground ourselves in our long, rich history, the firm that exists today is one that continues 
to embrace the ever-evolving world around us. Our firm is owned and operated by its employees and is a proud veteran-owned 
and woman-owned business. Howe & Rusling strives to create and nurture a work environment that attracts the best talent and 
reflects our commitment to our clients, teammates, and community. We’re proud that as we’ve grown, our culture has remained 
centered around collaboration, camaraderie, and collective hard work for our clients and community.

Howe & Rusling is currently recruiting for an individual to assume responsibility of portfolio trading operations. We are looking for 
a detail-oriented individual who will help us manage trade operations for our equity offerings which include individual stocks and 
ETFs. The Portfolio Operations Associate will report directly to the Operations Manager and will be responsible for all aspects of 
equity and ETF trading, rebalancing, and model management. They will work closely with the firm’s wealth managers as well as 
the firm’s equity team, investment committee, and operations team.

RESPONSIBILITIES 

• Responsible for all equity and ETF trading operations.
• Work in conjunction with the relationship management team of wealth managers to match client objectives with the strategies 

of the Howe & Rusling Investment Committee.
• Responsible for daily reconciliation of client trade requests, cash needs, and recurring distributions.
• Work closely with the Operations Manager to monitor and maintain asset allocation compliance.
• Manage trading software for efficient and accurate trade execution.
• Act as liaison between custodians and brokers to resolve delivery and settlement discrepancies ensuring trade settlement for 

all equity trades.
• Work with internal departments on client account issues/inquires.
• Develop, evaluate and communicate processes and procedures for trading system set-up and maintenance.
• Work with compliance to ensure trading processes meet their requirements and are properly documented.
• Attend investment management meetings and stay up to date on processes and decisions in order to properly implement them.
• Responsible for managing investment models and keeping them up to date in trading system.

REQUIREMENTS 
• Bachelor’s degree in Business, Finance, Engineering, 

Mathematics, or related field.
• Able to manage tasks in compliance with company policies 

and operating procedures
• Demonstrated history of working in a team environment 

and ability to collaborate to achieve common goals and 
objectives.

• Organizational skills and attention to detail with the ability to 
prioritize workflow and projects

• Strong analytical and PC skills with problem-solving abilities
• Must have a record of professional excellence and strong 

work ethic
• Experience working with various trading systems and 

investment tools, familiarity with Fidelity and Schwab trading 
platforms preferred.

• Superior verbal and written communication skills.
• Strong proficiency with Microsoft Office Suite, especially Excel

BENEFITS 

• Medical, Dental, and Vision coverage 
• 401(k)
• Attractive compensation package 
• Education reimbursement for industry  

designation exams 

Howe & Rusling is proud to be an Equal Opportunity and Affirmative Action Employer. We do not discriminate on the basis of any legally protected characteristics, including disabled and veteran status.

COMPENSATION 

• Salary range: $60,000 – $80,000 per year 
• Discretionary performance bonus of up to 10% of annual salary
• The salary range reflects the average range for this position. 

The actual salary offered within the range is dependent on a 
variety of factors including, but not limited to, qualifications, 
skills, performance expectations and relevant experience, 
education or training.


