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Green Century Capital Management, Inc.

Environmentally Responsible Mutual Funds
Operations and Business Development Associate
Green Century Capital Management, Inc. (Green Century) administers the Green Century Funds, the first family of no-load environmentally responsible mutual funds. Founded and wholly owned by non-profit advocacy organizations, Green Century is dedicated to promoting an environmentally sustainable economy.  The Green Century Funds are designed to achieve competitive returns while putting investors' money to work for cleaner air, cleaner water, and greater corporate environmental responsibility.  
The Green Century mission:

· Provide environmentally responsible investing opportunities for those who care about the planet while seeking competitive returns

· Promote corporate environmental responsibility through a comprehensive and sustained shareholder advocacy program

· Support the advocacy and public interest work of Green Century’s founding non-profit organizations by generating revenue to fund their programs

The Green Century staff work in three main areas:  finance, operations and administration; business development and marketing; and shareholder advocacy.  Green Century is seeking to add a talented person to our administrative team, with some responsibilities for marketing and business development.

Job Description

Green Century's Operations and Business Development Associate is responsible for a range of administrative and managerial duties in our Boston office. 


Duties of the Green Century Capital Management Operations and Business Development Associate include:

· Respond to prospective investor and current shareholder inquiries via email and on Green Century’s 800 number; be fluent in discussing all aspects of mutual fund investing, socially responsible investing, shareholder advocacy and the Green Century Funds
· Maintain inventories of all materials, including office supplies

· Prepare mailings to prospective investors and others

· Manage data entry in our CRM database
· Bookkeeping, check writing and budget monitoring 
· Maintain an organized office space and streamlined systems for efficient processing 

· Answer the telephones and greet visitors

· File and maintain files

· Maintain office equipment

· Recommend proxy votes for the approximately 450 publicly traded companies held by the Funds

· Compile marketing data for daily and monthly reporting

· Occasionally represent Green Century at conferences and events
· Print materials

· Assist with marketing projects
· Provide clerical and administrative support to staff
Qualifications

We seek applicants who possess a strong commitment to environmental issues and environmentally responsible businesses. Qualified applicants should be detail-oriented; enjoy administrative work and a well-organized office; and have an interest in environmentally responsible investing. It is preferable for candidates to have had some administrative experience.  Extensive training will be provided.

Location

Boston, Massachusetts

Salary & Benefits

Salary will be commensurate with an applicant's relevant experience, ranging from $24,500 to $27,500. The benefits package includes fully paid individual health insurance following a three month wait period, educational loan assistance, eligibility to participate in our 401k plan following one year, and paid vacation and sick days. Opportunities for advancement and additional training are available.
Additional Information:

Please visit www.greencentury.com
To apply:
Interested candidates should send a resume and cover letter in confidence to:

info@greencentury.com  
Please indicate in the subject line: Green Century Operations and Business Development Associate Candidate

Green Century Capital Management, Inc. is an equal opportunity employer

