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Key Responsibilities

» Administrative Support: Handle all general administrative tasks at the branch level,
iIncluding the custody and handling of safe keys for gold and cash safes.

» Gold Unit Administration: Oversee the administrative functions of the Gold Unit, including
dual control and ticket approval processes.

» Cash Handling Oversight: Manage the dual control function of the cashier to ensure secure
and accurate cash handling procedures.

» Credit Operations: Handle credit operations, including documentation and process
compliance.

» Audit and Housekeeping: Responsible for overall audit control and branch housekeeping
duties with the Branch Manager to maintain compliance and a well-organized environment.

» Head Office Coordination: Provide support and coordination for various Head Office units
by addressing queries related to the branch's operations.

» Comprehensive Admin Support: Offer administrative support across all business lines
within the branch to ensure smooth and efficient operations.

» Business Support: Provide support to the Branch Manager in business activities,
including marketing campaigns, Recoveries related tasks, CSR initiatives, and employee
welfare programs.

Eligibility
» A Bachelor's Degree in Business Management, Accounting, or a related field.

= Full/part qualification in a recognized professional body such as CA Sri Lanka,
CIMA, or AAT.

« Minimum of 5 years experience in a similar role in the banking, NBFI, or a related
sector.
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