
On behalf of our client, Chard Re Investment Management Ltd (“Chard Re”), we seek applications to 
fill the role of Director of Operations. Chard Re is an exempted company incorporated in Bermuda that 
carries on business as an investment manager and an insurance agent. The successful applicant will 
report to the Chief Operating Officer.

Responsibilities:
• Oversee all operations and development of the company through Industry and Company knowledge.
• Manage investor reporting and operations processes, to ensure accurate, on-time delivery of 

investor communications, customized reports, required filings, and ad hoc requests.
• Design and implement all aspects of operations, concentrating on improving efficiencies.
• Implementing budgets for all aspects of the business and implementing data forecasting. Acting 

upon the data trends. 
• Develop and maintain contact databases for clients, investors, and service providers and maintain 

the integrity of investor and operational files.
• Develop the technology in the company, monitor latest industry trends and plan to transition.
• Proactively identify and execute ways to improve client service, processes, and effectiveness of 

communications, including how to use new technology to enhance the investor experience.
• Develop and finalize presentations and reports for investors, prospects, and clients, including 

proactively identifying content, data, graphics, and analysis, as well as managing production and 
adherence to compliance procedures.

• Preparation of investor communications, general marketing presentations, DDQs, and client 
relationship management systems.

• Preparation of regulatory filings including CRS and FATCA and conducting AML Risk Assessments.
• Conduct research and analysis on investors, prospects, service providers, and consultants, as well as 

meeting preparation and follow-up.
• Managing the daily operations of the company including maintaining internal documentation 

governance and assistance with audits.
• Management in organizing, presentation preparation, attending, and managing action items for 

company meetings.
• Track communications with investors, prospects, service providers, and consultants; identify 

opportunities to update systems or workflows to create efficiencies with inputs, improved accuracy, 
and more useful reports.

• Grow the efficiency of existing organizational processes and procedures to enhance and sustain the 
organization’s internal capacity.

• Manage the recruitment, and employee expectations and ensure all employees are properly 
trained. Manage the training log for all employees.

• Ensure timely and accurate processing of all investor subscriptions, redemptions, and transfers 
including KYC management. 

• Manage the review and administration of client KYC documents.
• Manage client compliance with relevant AML/ATF and FATCA & CRS regulations.
• Continually evaluate the efficiency and effectiveness of operational policies, procedures, and 

controls to ensure timelines are met, departmental productivity is maximized, and both errors and 
operational risk are minimized.

• Managing outsourced service providers and assisting with any general projects as may be required.

Requirements:
• A Bachelor’s degree or equivalent along with at least ten years of related experience.
• Working knowledge of Insurance-Linked Securities, Capital Markets and Fund/Investment Structures.
• Robust understanding of FATCA, CRS, anti-money laundering regulations, and other regulatory requirements.
• High proficiency with Word, Excel, PowerPoint, and Database management. 
• Strong numerical and analytical skills with an extreme focus on attention to detail while delivering 

against tight deadlines.
• Excellent written and verbal communication, and problem-solving skills.
• Strong organizational and interpersonal skills.
• Ability to handle multiple tasks concurrently while prioritizing own workload without supervision.
• Proven ability to produce accurate work of a high standard under tight deadlines.
• Willingness to work extended hours including weekends and public holidays.

Qualified candidates should submit a covering letter and resume to joyce.waddell-dublin@careyolsen.
com or to the attention of Joyce Waddell-Dublin, Rosebank, 5th Floor, 11 Bermudiana Road, Pembroke 
HM 08. Tel 542 4512. All enquiries will be treated confidentially

Closing date: 27June 2022


