
 
Job Title: Marketing Associate 

Reports To: Head of RFP 

Job Purpose 
 
AndCo is seeking a Marketing Associate to help organize the flow of prospect inquiry requests and 
coordinate the response processes for Request for Proposals (RFPs) and other ad-hoc requests 
including, but not limited to, finals presentations, general marketing material, and client 
deliverables.  This individual will be available to play a vital role in projects related to the onboarding 
of potential future acquisitions.   
 
The Marketing Associate will be part of the Marketing Department and will report directly to the Head 
of RFP. This person will work with compliance, firm management and consultants to manage the 
completion of prospect related questionnaires, presentations and deliverables to ensure the delivery 
of high-quality, compelling, engaging and compliant submissions. The Marketing Associate will 
strive to secure a seamless exchange of information nationally to ensure that all inquiry responses 
are consistent and in line with AndCo’s voice, brand and business targets. This person will be part of 
the Marketing Department, and will have the opportunity to participate in regular meetings regarding 
the strategic positioning of the firm, investment conferences, client events, and philanthropic 
opportunities.   

 
Duties and Responsibilities 

 Work with Head of RFP team within a deal qualification process to assess prospect and client 
needs, understand the firm’s Brand and strategic competitive advantages, and create 
proposals that express these advantages to maximum impact 

 Develop substantive and persuasive responses to unique or challenging proposal questions 
while maintain compliance with policy 

 Continually maintaining and update responses to standardized inquiries utilizing RFP 
databases 

 Assist in developing value propositions by identifying client needs 
 Identify process improvements that reduce cycle times and resource requirements for 

proposal development 
 Contribute to marketing and strategy development based on RFP trends and analysis 
 Maintain pipeline of prospects for business development 
 Inform head of RFP on issues and accomplishments within marketing area 
 Produce ancillary materials and assist in development of sales presentations to close new 

business opportunities 
 Assist in updating firm and functional language in comprehensive database 
 Participate on special projects as requested 

Desired Skills 

 The ideal candidate will have industry experience working with an investment 
consulting/management firm completing investment RFPs, maintaining databases and/or 
preparing marketing presentations 

 Excellent writing, editing and proofreading skills 
 Basic understanding of investment products and services for institutional positioning 
 The motivation to be a self-starter, multi-task and prioritize effectively 
 Strong organizational skills with a keen attention to detail 
 Ability to meet deadlines in a time-sensitive and high pressure environment 



 

 
 Ability to work effectively and proactively, both independently and as part of a team 
 Advanced computer proficiency with Microsoft Office Suite of desktop products - Word and 

Excel for document preparation. Knowledge of PowerPoint, Microsoft Publisher and Adobe 
PageMaker preferred 

Qualifications 

 An advanced degree and / or industry certification is preferred. 
 Reliable, self-motivated, and focused on delivering quality products. 


