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Assistant Branch Manager
	Job Title:
	Assistant Branch Manager- Islamic Banking

	Department:
	Islamic Banking Branch

	Reports to:
	Branch Manager- Islamic Banking

	Direct reports:
	All Branch Staff (Cash, REM, Customer Service, OPS and Credit)

	Job purpose:
	Responsible for the credit and operation organizing the Branch and also insure to all staff provided good quality, Shariah compliant customer services and maximum contribution of the growth and profit of the Bank


	Key tasks and duties:

	· Approval of transaction referrals and signing vouchers

	· Checking validations and signature verifications

	· Conducting surprise balancing on monthly basis

	· Checking daily exception report

	· Hold keys of back  & front doors

	· Compliance Shariah and audit report (Operation) and (Credit)

	· Maintenance of old records, machine & equipment, furniture

	· Checking of Account opening form and signature card and caution list

	· Submitting HO returns

	· Checking of daily vouchers, reports & voucher bundles

	· Checking of signature scan on system Custody of signature card

	· Processing, checking caution list and approval of cheque book request 

	· Custody and maintenance of security stationeries 

	· Renewal Com’l reg./ vehicle/ lease agreement/ sign board of branch and ATMs 

	· Cancellation of Visa Electron/ cheque books

	· Control of VISA electron pin/ Visa & Master Card pin/ Internet Passwords

	· Job rotation, staff appraisal and training of staff

	· Weekly plan for staff goals.

	· Maintenance of All deposits

	· Reviewing daily of forthcoming maturity date of fixed deposits

	· Monthly statement of Expenses/ preparing daily expenses vouchers

	· PDCs to be reviewed daily and those eligible to be presented for payment are processed promptly

	· Balancing of PDCs 

	· Balancing of old certified cheques and reviewing daily until the last cheque is realized.

· Checking, Visa/ Master cards applications.
· Checking  validations and checking transaction list

· Control/ balancing of Visa/ Master card & Internet Banking PINs.
· Follow up of default of non- classified account and classified accounts.

· Checking of Invalid standing order weekly report

· Follow up delinquent credit card accounts
· Follow up default of non classified account
· Checking of facility limit > facility balance

· Attending all sort of inquiry from facility related customer

· Hold 2nd keys for (Facilities and Cheque books) fire proof file cabinets  

	· Assisting Consumer Banking department For any assistance

	· Unclaimed/ dormant account (vouchers/ closing account)

	· Supervision/ Control all matter related Trade Finance.

	· Supervision of department of Cus. Ser./ Cash/ Payroll/ Coll/ Rmtt/ Clearing/ ATM & CDM

	· Marketing Islamic Banking bank’s products

	· Any other assignment given by the Management
· Follow-up of Audit Compliance and Shariah

	· Follow up of operation and credit audit report and avoid repeat recommendation

· Ensuring maintenance of team spirit and cordial atmosphere in the branch.

· Training the attached staff extensively and ensuring participation in all areas of the branch. Also, delegated considerable responsibilities to subordinators.
· Custodian of strong-room, Cash-in-Reserve & Cash-in-Tills
· Daily balancing of Cash-in-Reserve & Cash-in-Tills
· Monitoring daily over-all cash limits
· Ensures regular sorting of cash
· In charge of daily service & maintenance of the ATM and CDM

· Supervision of day-to-day operations of customer service
· Overall supervision of day-to-day operations & transactions of Remittances & Back Office Operations
· Review & control over Stop Payments
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