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A S S O C I A T E ,  O P E R A T I O N S  &  C O M P L I A N C E  

 
Company Description 

 
Founded in 2008, EB5 Capital is an industry-leading investment company that specializes in 
raising foreign capital for real estate development projects across the United States. We 
partner with investors and developers to facilitate capital investment in exciting projects that 
help revitalize communities, create jobs, and ensure successful immigration to the United 
States through the EB-5 visa program.  

Located in Bethesda, MD, we offer an internationally diverse, entrepreneurial work 
atmosphere that is values-driven and employee-focused. Our growing 35-person team speaks 
15 languages and has traveled to nearly 100 countries. We believe our collective diversity 
and cultural experience enhance our competitive advantage when it comes to serving our 
investors from more than 70 countries.  

From the beginning, we have wanted EB5 Capital to be different from other companies. 
Different in how we treat our investors, different in how we work with each other, and 
different in the results we achieve. These differences are best captured in the 25 
“Fundamentals” that are the foundation for our unique culture. 

Job Summary 
 
We are seeking an ambitious, well-rounded, team-focused professional to join our 
dynamic growing group. This position will be responsible for providing legal and 
administrative support within the Operations & Compliance Department with respect 
to different aspects related to the company’s business. Independence and teamwork are 
both highly valued. He or she will report to the Senior Vice President and work closely 
with the whole EB5 Capital team. 

Top candidates will be highly motivated and well-organized problem solvers. They 
will be process-oriented and possess the focus to maintain structure in a fast-paced 
environment. A keen eye for detail, a commitment to quality and consistency, and 
excellent communication skills are paramount.  

Duties & Responsibilities 
 
• Obtain, organize, and archive investor, projects, and corporate documents 
• Enter receipt/approval information into EB5 Capital’s database 
• Monitor timelines and deadlines 
• Collect, review, and summarize pertinent data in a variety of recurrent and 

non-recurrent reports 
• Communicate directly with immigration attorneys representing EB-5 clients from 

different backgrounds and cultures  
• Communicate directly with outside counsel representing EB5 Capital on immigration, 

securities, and corporate legal matters 
• Draft legal correspondence  

POSTING DATE 
October 26, 2022 
     
POSITION 
Full-time, exempt  
   
PAY RANGE 
Commensurate with  
experience. Eligible for a 
year-end performance 
bonus. 
 
CONTACT 
Cassie Spencer  
Director, People & Culture 
 
EMAIL 
cspencer@eb5capital.com 
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• Prepare a variety of EB-5 immigration forms 
• Review cover letters, memorandums, and application packages to be filed with the 

USCIS 
• Prepare referral and service agreements using approved templates 
• Monitor and track changes in the EB-5 Program legal framework and provide internal 

updates on these changes 
• Collaborate with the preparation and submission of insurance applications throughout 

the year 
• Facilitate cross-departmental cooperation in connection with EB-5 subscriptions 
• Assist SVP in continuing to develop, implement, and refine effective internal processes 

and technology solutions 
• Provide administrative support to the SVP, as needed 

Qualifications, Education, and Experience Requirements 
 

• Bachelor’s Degree  
• Ability to proofread for grammar, spelling, punctuation, and basic formatting 

with a high level of accuracy 
• Ability to create, edit, proofread, and finalize written communications, including 

emails, letters, memos, and spreadsheets is required 
• Ability to prioritize and multitask; excellent project management skills are 

required 
• Experience with data entry, analysis, and database management 
• Experience with the EB-5 Program is a plus, but not required. Alternatively, 

experience working with other federal and state agencies (e.g., DHS, USCIS, US 
State Department) would be valued, but is also not required 

 
Other Information 

 
EB5 Capital provides an excellent benefits package including generous paid time off, a hybrid 
work schedule, employer-sponsored medical, dental, and vision insurance, retirement plan 
matching & profit sharing, short-term and long-term disability, parental leave, and free 
parking. 


