
 

 

 
 

 

 
JOB DESCRIPTION 
Job Title: Operations Lead 
Reporting to: Global Head of Operations 
Line Reports: TBC 
Location: New York 
 
About Acupay 

Acupay System LLC is a worldwide leader in cross‐border tax certification of payments of dividends and 
interest by issuers of securities to investors without excess withholding of tax. Acupay's revolutionary 
systems and technological platforms allow issuers, custodians, brokers and investors from all over the world 
to reduce excess foreign taxes on cross‐border securities holdings, assure full compliance and effectively 
deliver tax relief on billions worth securities, including cases where it was previously operationally 
unfeasible. 

Acupay is a privately/employee-owned company based in New York and London specializing in 
international and domestic financial communications and instruction processing. As we move into new 
and broader markets, we expect our growth to continue and are looking for new team members who will 
integrate well and become part of that success. 
 
Purpose of Role 
The Operations Lead role is two-fold: 
 
Firstly, they provide day to day oversight and responsibility for the operational process, including 
settlements, certifications and client liaison. 
 
Secondly, they have a pivotal role in pushing forward change, enhancing and developing the processes 
and systems used operationally to ensure best practice, both for the company and our clients   
 
Reporting to the Global Head of Operations, this role works closely with all department heads, the 
President, and external stakeholders (including clients and vendors) to ensure the operating requirements 
of the company are enacted.  
 
Key Responsibilities 

• Oversight of client positions in the Acupay System to ensure that these are matched correctly and 
all settlement processes have been completed 

• Monitoring tax relief requests (Relief at Source, Quick Refund, and Long Form Reclaims), including 
entitlement monitoring and documentation management, across various markets  

• Liaising with DTC, paying agents, and other domestic clearing systems to facilitate the above 

• Develop new processes and procedures.  Enhancing existing processes and procedures to ensure 
consistent best practice 

• Drive system development and change, including working with the Technology team to develop 
and implement updates, including testing as required 

• Providing technical support to clients using the Acupay System and conducting training when 

required 



 

 

 
 

• Contribute to product development and lifecycle management, providing expertise and feedback 
to the Product team during the requirement definition, validation, design, development, 
qualification, launch and management of new products and product components. 

• Participate in external meetings and respond with requisite knowledge to questions from existing 
or prospective clients or prospects interested in the services Acupay provides, with a specific focus 
on non-vanilla investor types or markets 

• Maintain professional competence by always complying with the training and competence 
procedures of the company. This includes any post-qualification requirements, if applicable. 

• Undertake any other reasonable duties as deemed appropriate by management, commensurate 
with the level of the post to ensure the business operates efficiently 

REVIEW ARRANGEMENTS   
This job description cannot be all encompassing.   It is inevitable over time that the emphasis of the job 
will change without changing the general character of the job or the level of duties and responsibilities 
entailed.  Consequently, this information will be periodically reviewed, revised and updated in 
consultation with the post holder to reflect appropriate changes. 
 
Skills and Experience  
ESSENTIAL 

• At least 8 years of experience dealing with multiple disciplines in relation to back office operations 

with a particular focus on the settlement lifecycle and corporate actions 

• An understanding of withholding tax and the certification process 

• Proven track record of formulating and implementing research and development strategies and operating 

practices 

• Proven project management skills 

• Aptitude for strategic, analytical thinking and operational implementation 
• The ability to influence and successfully persuade staff at all levels to adopt new operating practices 
• Excellent written and verbal communication skills 

• Excellent IT skills including Microsoft Office  

• Methodical and organised approach to planning, implementation and record keeping for all 

activities with a high level of attention to detail  

• Enthusiastic, self-driven, willing to go the extra mile and work at own initiative 
• Ability to work under pressure, to work independently as well as to be a team player, particularly 

across different sites and time zones 


