
Position Description for a Capital Development Associate 
 
The Capital Development Associate assists with all aspects of Paladin’s investor program. 
Paladin has a global and dynamic investor group that are served in a high-touch manner. In 
addition, Paladin is building a digital presence that extends the brand and market reach with 
topical information about the market, investments and the team.  
 
About Paladin (https://www.paladincapgroup.com/) 
Paladin Capital Group is a leading global investor that supports and grows the world’s most 
innovative companies through venture investment, expansion, and growth capital. Paladin is 
headquartered in Washington, DC, with offices in New York City, Silicon Valley, and London. 
Paladin is a leader in investing in technologies, products, and services focused on dual use in 
both commercial and governmental markets with a strong value-add culture. 
Combining proven investment experience with deep expertise in global security, cyber 
technology and cutting-edge research, Paladin has been a trusted partner to investors, 
entrepreneurs and governments for over two decades. 
 
Position responsibilities 
 
Manage digital presence: 

- Grow LinkedIn and Twitter following 
- Over time, manage Paladin’s posts and digital presence 

 
Manage CRM: 

- Maintain CRM for investor and prospect information 
- Manage regular reporting on pipelines, investor account performance, and other 

reports 
 
Conduct investor research: 

- Prepare notes prior to investor and prospect meetings 
- Keep up-to-date on industry news on investors and prospects 

 
Support investor interactions: 

- Work with internal Paladin team to respond to requests in a timely manner 
- Assist with scheduling of meetings and Zooms 
- Help organize investor events and webinars 
 

Assist with active fund and co-investment raises 
- Manage NDAs and data room access; track and report data room activity on a weekly 

basis 
- Assist with scheduling of meetings and Zooms 

 
Deck preparation 

- Assist in creation of Powerpoint decks for meetings 



 
Data Quality Management, under direction of Chief Operating Officer 

- Accumulate, validate, and store source data to back up statements made in Paladin 
external marketing communications 

- Manage shared online marketing resources, e.g., SharePoint sites 
 
Location and hours 

- New England area, DC, Maryland or Virginia preferred. Hybrid work setup with regular 
in-person meetings with the Chief of Capital Development, Chief Operating Officer and 
deal team 

- Full-time 
 
Qualifications 

- Bachelor’s degree 
- 3 – 5 years relevant work experience 
- Ability to work non-standard hours to accommodate Paladin’s global marketing and 

investor engagement activities 
 

Resume submission via email (please do not call) 
Brenda Chia, bchia@paladincapgroup.com 
 


