
 
 

 

 

 

The Role 

 

Analyst, Portfolio Monitoring & Reporting 

Caledon Capital Management Inc. (“Caledon”), a private markets investment firm based in Toronto, is seeking an Analyst, 

Portfolio Monitoring & Reporting to join its growing team. This is a newly created role reporting into the Accounting and 

Finance team with responsibilities in the following areas: 

Portfolio Monitoring & Reporting 

 Liaising with the finance and investment teams, executes and manages internal and client quarterly reporting 
processes and deliverables, ensuring report preparation is timely, accurate and comprehensive 

 Manages the internal quarterly review process, including writing first drafts of underlying investment updates, 
producing the quarterly review package of materials and scheduling meetings 

 Using relevant investment reports, assists with writing first drafts of quarterly updates for client reports 

 Produces individual investment (funds and/or direct investments) and portfolio performance analytics 

 Creates charts and content for internal and client reports/requests 

 Assists with implementation, ongoing management and updating of data information system 

 Tracks and disseminates data related to investment activity to internal and external stakeholders as appropriate 

 Develops and/or maintains regular and ad hoc reports to provide information to meet internal and external 

reporting requirements 

 Understands and anticipates clients' evolving needs and concerns 

Investment Team Support 

 Assists the investment team with portfolio construction and client fit analysis including concentration and 
diversification analysis, ensuring adherence to client investment guidelines 

 With oversight from the investment team, develops and maintains investment pacing models 

 Works with the investment team to assist with administrative work related to closing of investments, including 
KYC/AML preparation and file management 

 Other market/industry research and/or investment team support as required 

 
Qualifications 

 University degree in Business Administration, Finance or Economics, or related discipline with a strong academic 
record 

 One to three (1-3) years’ of experience in a support role working with private markets investments or in an 
operations environment 

 Strong computer skills including solid grasp of MS Office applications Excel, PPT, Word); other technical proficiency 
(e.g. programming) an asset 

 Comfortable building and maintaining financial models 

 Strong interpersonal and organizational skills and a high degree of professionalism 

 Strong written and oral communication skills, intellectual agility, and the ability to manage multiple work streams 

simultaneously 
 

Further, you are an ambitious self-starter, a solid team player with a positive attitude and possess high professional and 
ethical standards. You endeavour to perform work beyond what is required at your level and are willing to “roll up your 
sleeves” in an entrepreneurial environment to get work done as necessary. You have a demonstrated ability to be 
resourceful and persistent in gathering and assessing information and to quickly assimilate knowledge. 
 

If qualified and interested, please feel free to forward your resume to info@caledoncapital.com 
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