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Job Level Job Id Title Qualifications Duties

Level 3 B300 Corporate Banking 

Manager

At least ten years banking experience preferably in corporate 

related departments. Excellent business developer. Extensive 

professional training and/or qualification. Knowledge of 

prevailing banking legislation / regulations.

Develops  recommends and ensures the implementation of the 

bank's business development programmes and loan strategy. 

Evaluates the loan portfolio and oversees existing professional 

and corporate client relationships. Responsible for maximising 

income generation. Oversees and advises account officers  

reviewing approvals and delinquency reports.

Level 3 B301 Private Banking Manager At least ten years banking experience. Excellent business 

development skills. Excellent communication and interpersonal 

skills at all levels. Extensive professional training and/or 

qualification. Good man management skills. Knowledge of 

prevailing banking legislation/regulations.

Develops  recommends and ensures the implementation of the 

bank's private banking strategy and business development 

programme. Develops new and existing personal and 

intermediary client relationships. Provides advice to private 

banking officers and is accountable for the bank's private 

banking results.

Level 3 B302 Branch Manager At least ten years banking experience preferably within branch 

operations. Knowledge of the local banking market. Relevant 

professional qualification. Supervisory experience.

Directs and controls all staff and banking activities within a 

medium sized branch services outlet. Develops and maintains 

relationships with personal and/or small business clients. 

Ensures that branch staff provide customers with polite efficient 

service. Oversees all branch sales activities in line with bank 

targets/strategy.

Level 3 B303 Financial Services 

Advisor

Excellent communication skills. Good selling skills. Personable. 

RFA qualification.

Advises customers on products. Advises customers of 

investment/insurance needs. Matches products to customer 

needs and recommends. Complies with investment business 

legislation.

Level 3 B304 Operations Manager At least five years experience in a banking environment. Good 

all round knowledge of the bank's products and procedures. 

Relevant professional qualification. Good man management 

Good all round knowledge of the bank's products and 

procedures.

Responsible for banking operations.  Ensures the smooth 

running of all back-office operational functions. Develops and 

implements plans aimed at reducing costs & improving 

efficiencies. Recruits, develops & motivates staff across all 

operational areas.

Level 3 B306 Treasury Head Extensive professional training and/or qualification. In-depth 

knowledge of domestic and international money market/ 

securities operations. At least ten years well rounded banking 

experience in treasury or related departments.

Develops  recommends and ensures the implementation of the 

bank's trading strategy. Monitors/evaluates the bank's position 

and oversees existing and prospective trading activities. Provides 

advice and guidance to dealers and traders engaged in treasury 

activities.

Level 3 B310 Marketing Manager Flexible and adaptable. Full or part marketing qualification. Good 

understanding of the business and its competition. Negotiating 

and communication skills. Team leader. Well organised. 

Wordprocessing skills. Creative flair. Five years previous 

experience in business area.

Develops marketing plans. Controls marketing budget. Appoints 

and liaises with suppliers. Assists in the design of new products 

and promotes to market place. Arranges media coverage. 

Ensures compliance with corporate ID  advertising regulations 

etc. Communicates new products to workforce.

Level 3 B311 Custody / Securities 

Manager

Excellent knowledge of international financial markets. Good 

communication presentation and managerial skills. Relevant 

professional qualification. At least ten years experience in the 

financial services sector including custody/securities.

Manages the custody function to ensure highest quality of 

service. Ensures compliance of team with internal and external 

rules and regulations. Manages team to deal with all aspects of 

custody/securities transactions. Evaluates new business. 

Responsible for gaining new business.

Level 3 B312 Personal Banking 

Manager

At least ten years banking experience. Comprehensive 

knowledge of prevailing banking legislation/regulations. 

Excellent interpersonal skills. Extensive professional training 

and/or qualification. Good man management skills.

Manages and develops all aspects of the bank's personal 

banking operations. Responsible for maximising income 

generation. Ensures a high quality of service. Ensures effective 

risk management. Manages and develops team.

Level 3 B315 Relationship Manager Professional qualification with over seven years experience in a 

marketing environment. Thorough understanding of 

international and domestic banking procedures. Excellent 

presentation and communication skills. In-depth knowledge of 

group and competitors products.

Markets products and services of the bank. Establishes 

relationships with prospective customers. Maintains and 

develops existing customer relationships. Liaises effectively with 

services providers to ensure a high quality of service. Ensures 

communication of new products to customers. Contributes to 

the achievement of financial objectives of the Unit.

Level 3 B317 Premium Banking 

Manager

Dynamic and proactive. Excellent business development 

planning and selling skills. Excellent communication 

interpersonal and negotiating skills. Professional qualification 

with over ten years experience in a private banking 

environment.

Develops and maintains relationships with a portfolio of high-net 

worth customers. Provides financial expertise and advice. 

Provides tailored solutions through the bank's products. Seeks 

opportunities to develop the business and sell products and 

services. Develops longer term plans and manages resources to 

achieve business objectives.

Level 3 B318 Telephone Banking 

Manager

Excellent knowledge of bank procedures and products. Good 

communication and administration skills. Relevant professional 

qualification. 

Oversees telephone banking services. Ensures adherence to 

bank's policies and procedures. Effectively manages resource to 

provide a first class service to customers. Liaises with 

management team on the delivery of bank serviecs.

Level 3 B319 Credit Manager Analysis and negotiation skills. At least ten years well rounded 

banking experience in credit and/or related departments. 

Comprehensive knowledge of the bank's products. 

Comprehensive understanding of trust and taxation issues. 

Excellent management and business development skills.

Effectively manages the bank's credit services within the 

minimum risk and maximum return. Ensures bank's guidelines 

are adhered to. Develops and markets credit products and cross-

sells other banking products. Develops and implements the 

department business plan. Maintains and builds customer base.

Level 4 B400 Credit Analyst Analysis skills. Knowledge of computer software. Relevant 

professional qualification. Supervisory skills. Usually two to 

three years experience.

Reviews loan applications ensuring compliance with credit 

standards and bank's policy/strategy. Develops and updates 

credit information analysis pertaining to diversified types of 

loans. Prepares detailed credit reports for banking managers. 

Provides all information relative to credit enquiries.
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Level 4 B401 Assistant Branch 

Manager

At least seven years banking experience. Good communication 

and relationship building skills. Product knowledge. Relevant 

professional qualification. Selling skills. Supervisory experience.

Directs and controls operations in a medium size branch  

deputising for Branch Manager as required. Develops and 

maintains effective relationship with branch clients. Assists in 

budget and operations planning. Co-ordinates and is actively 

involved in the selling/cross selling of bank's products and 

specialist services.

Level 4 B402 Customer Services Team 

Leader

Additional professional training or qualifications. At least four 

years banking experience. Good communication and 

interpersonal skills. In-depth knowledge of banking services and 

products and underlying support procedures. Minimum of five 

GCSE's including Maths and English.

Manages and trains customer service staff. Oversees the 

handling of all customer enquiries/complaints becoming directly 

involved where necessary. Fulfils all bank's checking procedures 

including input into internal audit reports. Ensures accurate 

management of returns to head office.

Level 4 B405 Dealer At least four years treasury experience. In-depth understanding 

of domestic and international money market operations. 

Relevant professional training. Self motivated.

Trades and/or supervises trading in foreign exchange currencies. 

Implements all daily tactical trading in line with bank's trading 

strategy. Sets the daily deposit and dealing rates in co-operation 

with strategy. Records/prepares bank's daily trading statistics 

reports.

Level 4 B409 Assistant Manager - 

Custody / Securities

Excellent communication skills. Good knowledge of software 

packages in the custody/securities market. Relevant 

professional qualification and/or at least five years experience 

Strong presentation skills.

Ensures the smooth running of the department. Client 

relationship manager dealing with complex queries and ensuring 

a high quality of service. Plans and supervises the workflow of 

team. Assists in evaluating new business.

Level 4 B411 Assistant Operations 

Manager

At least five years experience in a banking environment. Good 

communication and organisational skills. Relevant professional 

qualification - ACIB.

Assists the Manager in the co-ordination of the development of 

staff. Ensures smooth day to day running of the premises and 

equipment. Manages resource requirements. Ensures team 

provides a high quality of service.

Level 4 B412 Assistant Manager - 

Corporate Banking

At least five years banking experience. Good man management 

and interpersonal skills. Knowledge of prevailing banking 

legislation/regulations. Relevant professional qualification.

Assists in the day to day management of the corporate banking 

operations. Maintains a quality loan book within discretionary 

limits. Ensures a high quality of service. Assists in the resource 

management of the unit.

Level 4 B413 Assistant Manager - 

Personal Banking

At least five years banking experience. Good man management 

and interpersonal skills. Knowledge of prevailing banking 

legislation/regulations. Relevant professional qualification - eg 

ACIB.

Assists in the day to day management of the personal banking 

operations. Maintains a quality loan book within discretionary 

limits. Ensures a high quality of service. Assists in the resource 

management of the unit.

Level 4 B414 Assistant Manager - 

Private Banking

At least five years banking experience. Good man management 

and interpersonal skills. Knowledge of prevailing banking 

legislation/regulations. Relevant professional qualification - eg 

ACIB.

Assists in the day to day management of the private banking 

operations. Manages team to provide a personal high quality 

service. Assists in the resource management of the unit.

Level 4 B416 Assistant Relationship 

Manager

Comprehensive knowledge of group and competitors products. 

Good communication skills. Relevant professional qualification 

with at least four years experience in a marketing environment. 

Selling and negotiating skills. Thorough understanding of 

international and domestic banking procedures.

Markets products and services of the bank. Supports 

Relationship Manager. Manages  maintains and develops 

relationships with customers. Liaises effectively with services 

providers to ensure a high quality of service. Ensures 

communication of new products to customers.

Level 5 B500 Customer Accounts 

Officer

At least three years experience. Good negotiating skills. 

Minimum five GCSE's including Maths and English.

Deals with customers on the placing and withdrawal of deposits. 

Agrees interest rates with customers placing deposits. Deals 

with paperwork relating to transactions.

Level 5 B505 Custody / Securities 

Supervisor

Part relevant qualification or at least five to six years in a 

custody/securities environment. Good working knowledge of 

software/spreadsheets. Supervisory and administration skills.

Deals with all client transactions accurately and timely. 

Authenticates and verifies daily transactions. Supervises 

workflow of team.

Level 5 B506 Junior Dealer Four years banking experience. In-depth understanding of 

domestic and international money market operations. Part 

qualified. Excellent telephone manner. Good co-ordination

Carries out trading in foreign exchange currencies under 

supervision. Carries out dealing activities as instructed by 

supervisor.

Level 5 B507 Telephone Banking 

Supervisor

Excellent telephone manner. Good co-ordination supervisory 

and man management skills. Good interpersonal and 

communication skills. Thorough knowledge of services and 

products of the organisation.

Ensures the smooth running of the telephone banking service. 

Manages resource to meet demands of service. Ensures a high 

level of quality of service. Deals with staff matters including 

appraisals and recruitment.

Level 5 B508 Client Relationship 

Officer

At least five years experience. Broad knowledge of the finance 

industry. Excellent communication skills. Relevant professional 

qualification (or equivalent).

Maintains and develops existing client relationships through 

regular pro-active communication. Liaises with internal service 

providers to ensure consistent level of service for external 

clients. Ensures communication of new products to existing 

customers.

Level 5 B509 Credit Officer Relevant professional training - eg ACIB. Over five years 

experience in banking mostly within a credit function. Skilled in 

analysis selling and supervision. Strong interpersonal 

communication skills.

Manages the day-to-day policy compliance  evaluation and 

processing of customer credit applications. Maintains and 

develops relationships with customers  business professionals 

and other banking units. Fully conversant on credit and tax 

issues and acts as key advisor on all credit products  both 

internally and externally. Provides bank credit analysis and 

reports. Assists in the development and marketing of credit 

products and cross-sells other banking products.

Level 5 B510 Client Relationship 

Officer (admin-based)

At least five years experience. Broad knowledge of the finance 

industry. Excellent communication skills. Relevant professional 

qualification (or equivalent).

Maintains and develops existing client relationships through 

regular pro-active communication. Liaises with internal services 

providers to ensure consistent level of services for external 

clients. Ensures communication of new products to existing 

customers. Applies "Know your clients" procedures. Supports 

Relationship Manager.
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Level 6 B601 Chief Cashier Five GCSE's including Maths and English. Good working 

knowledge of all aspects of cashiering. Knowledge of banking 

services and products. Supervisory and communication skills. 

Three years banking experience.

Ensures correct handling of all cash in branch in accordance with 

bank's deposit/security procedures. Organises workflow and 

supervises branch cashiers. Establishes and maintains effective 

relationships with current and prospective clients.

Level 6 B604 Senior Administrator - 

Custody / Securities

At least three years experience in custody/securities services. 

Five GCSE's including English and Maths. Planning and 

organisational skills.

Assists in dealing with client transactions. Authenticates and 

verifies daily transactions. Deals with dividend queries.

Level 7 B701 Cashier Communication skills. Five GCSE's including Maths and English. 

Knowledge of banking services and procedures. One years 

banking experience. Personable.

Handles all counter transactions including cheque cashing  

deposit taking. Reconciles daily till transactions. Deals with 

customer enquiries/requests.

Level 7 B703 Administrator - Custody / 

Securities

At least five GCSE's including English and Maths. Good 

keyboard skills.

Deals with basic day to day transactions. Assists senior 

administrator in resolving queries. Processes and reconciles 

dividends and deposits.

Level 7 B704 Telephone Banking 

Operator

Excellent telephone manner. Full understanding of 

confidentiality and discretionary rules. Good knowledge of 

bank's procedures and products. Well organised efficient and 

accurate.

Answers telephone banking queries. Applies bank's procedures 

with discretion. Carries out transactions in accordance with 

customer instructions. Fields enquiries to the appropriate 

department.

Level 8 B800 Custody / Securities 

Services Clerk

Good communicator both written and oral. At least one year's 

experience in a custody/securities environment. Five GCSE's. 

Good communication skills. PC literate.

Data input. Deals with basic security transactions using a variety 

of specific electronic links with agents - eg  EUCLID. General 

administration duties - eg  filing / photocopying.


