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position title supervisor/title  

Sales & Marketing Analyst Rendel Solomon / Managing Director  

__________________________________________________________________________ 

The Sales & Marketing Analyst supports the Managing Director of 
Sales & Marketing to execute the M2 Sales Plan and manage Investor 
Relations initiatives. Must be proficient with database management, 
research, and presentation development.  The ideal candidate should 
be a college graduate with between 2-4 years of work experience. 

 
company Muller & Monroe Asset Management, LLC (“M2”) is a private equity 
description fund-of-funds manager focused on investing with smaller and newer  

lower middle market private firms. As music is about creating 
something of lasting value, we believe music is an appropriate 
metaphor to describe our investing. Our associates make up the M2 
Band, a synergistic group of individuals whose talents and 
experiences are complementary and who share an uncompromising 
standard of excellence and integrity.  We are a small entrepreneurial 
firm looking for individuals seeking to work hard and grow in a familial 
environment where no task is too small to handle.  To learn more, 
please visit http://www.m2am.com.   

  
__________________________________________________________________________ 

1) SALES, MARKETING, & CLIENT SERVICE DUTIES 
a) Research potential sales targets for M2 in the Preqin database 
b) Prepare target review packages that includes a Preqin profile, 

a list of board members, and board meeting minutes (as 
available) 

c) Update Salesforce.com database with Sales & Marketing 
activities conducted by band members including meetings, 
phone calls, and other relevant notes for tracking 

d) Manage the completion of RFPs, RFIs, and questionnaires 
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e) Help prepare marketing materials including flipbooks, 
executive summaries, and other documents for meetings and 
presentations 

f) Research press and other news sources for relevant 
information on potential sales targets for M2 products 

g) Update M2 firm information in consultant databases 
h) Update client contact notes 
i) Research, document, and track board meeting minutes for all 

clients and key sales targets 
j) Track conference attendance and M2 sponsorship 
k) Maintain client data rooms using Intralinks 
 

2) ADMINISTRATIVE DUTIES 
a) Manage the Sales & Marketing calendar for meetings, 

conferences, and speaking engagements 
b) Proactively track upcoming meetings and prepare the 

appropriate senior band member with documentation 
(presentation materials, news, biographies, other files and 
handouts) 

c) Print and bind presentations and other documents 
d) Ensure conference room is set for all sales, marketing, and 

client service-related meetings, along with clean-up afterwards 
e) Execute general office administrative duties, as required 
 
 

                       
1) Strong communication, writing, and presentation skills 
2) Technical and aesthetic mastery of PowerPoint, Excel, and Word 
3) An independent thinker with ability to engage in healthy dialogue 

with colleagues 
4) Willingness to accept open and direct feedback toward a goal of 

continuous improvement 
5) Self-starter with ability to initiate needed improvements and 

manage numerous ongoing projects 
6) Cooperative team player with a positive attitude and proven ability 

to work effectively in a small company environment 
 
 
 
 

 

talent requirements 
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necessary attitude   
& personal characteristics   

1) High integrity; Honest and forthright in all communications; 
Transparent 

2) Pleasant and upbeat personality; sense of humor; willingness to 
help out where necessary 

3) Excellence is the only acceptable standard 
4) Desire to take ownership of projects and stay with them until 

completion 
5) Able to handle stress well, especially in a fast-pace environment 

where individuals wear multiple hats, and priorities and deadlines 
can change quickly from day-to-day 

6) A problem solver with the desire to please clients 
7) Cooperative and collaborative 
8) Organized and uses time effectively and efficiently.  Project 

management 
9) Strong academic record 
10) Very strong attention to detail 
11) Team-oriented 
12) Quick learner with clear intellectual curiosity and self-motivation 
13) Maturity, presence, sound judgment, and ability to form and 

express opinions effectively 
 
To apply, please submit resume and cover letter to Marion.Lewis@m2am.com and Rendel.Solomon@m2am.com 
with the subject line: Sales & Marketing Analyst  

mailto:Marion.Lewis@m2am.com
mailto:Rendel.Solomon@m2am.com

