
Our company is growing rapidly and is looking for a banking assistant. Please
review the list of responsibilities and qualifications. While this is our ideal list, we
will consider candidates that do not necessarily have all of the qualifications, but
have sufficient experience and talent.

Responsibilities for banking assistant

Continually reviews operating procedures and practices in order to identify
possible deficiencies and improve efficiency
Audit branch transactions according to branch policies and procedures
Help to create and drive a warm team environment
Be the first point of contact for your international administrative counterparts
AMEX reconciliation for all card holders in your teams
Understand and adhere to Group policies for travel and expenses
Maintaining staff records such as org charts, mailing lists, etc
Management and tracking CabCharge account
Manage allocated team areas and co-ordinate individual/team relocations
Drive completion of monthly timesheets

Qualifications for banking assistant

Ability to work independently with a proactive approach to taking on a broad
range of responsibilities
Provide back-fill for Delivery Services Assistants when on leave
Have a minimum of 3 years' experience in an administration role
Be proactive with the ability to work independently and as part of a team
Have the ability to identify and create efficiencies in existing administrative
processes
The ability to work calmly and effectively, and sometimes in a fast paced and
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