
Our company is hiring for a banking assistant. We appreciate you taking the time
to review the list of qualifications and to apply for the position. If you don’t fill all
of the qualifications, you may still be considered depending on your level of
experience.

Responsibilities for banking assistant

Maintain key client databases
Meeting coordination and logistics including materials preparation
Maintain marketing event calendar
Prepare expense reports, supply orders and organize invoice payments
Facilities management for Tennessee Commercial Banking office
Supports the Branch Manager by overseeing the efficient operation of the
branch ensuring all operational functions are completely and properly
performed by the staff
Monitors branch service quality levels and coaches staff to achieve
appropriate levels
Maintain calendars of several managers, coordinate and arrange large and/or
recurring meetings, luncheons, conferences, and seminars
May prepare materials for meetings
Responds to inquiries received internally and externally by mail or email,
which may involve communicating with high level management both verbally
and in written form

Qualifications for banking assistant

Must be self-motivated, detail oriented, and customer-service focused
Proven ability to handle confidential customer correspondence, filing and
other departmental documentation
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Corporate experience as a Personal Assistant or Executive Assistant (financial
services industry experience desired)
Experience working for a team
2+ years experience in an office setting, supporting multiple individuals
(banking and sales related experience, highly preferred)


