Job Title:                   Personal Banker – Birmingham Branch  

Reporting to:            Branch Manager 

Salary:                       17K – 19K depending on experience

State Bank of India currently looking to recruit an important position of Personal Banker, based at our State Bank of India Birmingham Branch.

JOB DESCRIPTION 

Joint custody of cash, valuables, security form and lockers including overnight holding of keys and combination numbers of cash and locker safe

Cashiering  

Issuing rupee and other currency draft

Preparation of vouchers 

Second signature of Demand Drafts/ cheques, in case of need

Remittance to NatWest, Swift messages

Going to NatWest for clearing/ cash delivery, Post Office for post duties, and to customers/ other offices for delivery/ receipt of documents

Maintaining high level of customer service

Inward/ Outward clearing ie. direct debits/ BACS credit, giro credits

Un paid Inward and Outward

Ordering Cheque books (with permission form BM) and entering the same in computer

LC, Guarantees and bills business – opening and advising, negotiating, payment acceptance, amendments, collection inward and outward and any correspondence relating to these

Balancing of LCs, Bank Guarantees and bills liabilities register

All foreign currency payments

Passing monthly salary voucher entries

Interest and VAT certificate 

Investment/ placemats with LMB after sanction from BM

Reconciliation of accounts

Preparation of all returns (including Performance Reports, Profit and Loss statement, branch charges, sundry/ suspense. Monthly SBI placements, DSBO, IRSM, MMR, QSLA, CESA, BMMC, IT, etc.)

Maintaining registers relating to Inward and outward mail including postage, despatch, courier service, etc. 

Maintaining unclaimed balances register

Bank Charges – Levying annual maintenance and quarterly charges and monthly cash handling charges

Officiating as Assistance Manager in the absence of Manager/ Assistance Manager which includes holding keys and codes of alarm panels as third point of contact in case of emergencies

Assisting Assistant Manager for opening/ closing accounts

Foreign cheque collection

Data entry in computer

Sorting days voucher

Payment of expenses by debits to branch Charges account

Standing orders

Answering telephone

Filing

Purchase of stationary (after obtaining sanction)

Maintenance of stationary register/ stationary items

Please be aware of the following key dates: 

Advert closes – 25th November 2012 

Shortlisting - 26th November 2012 

Interviews – TBC 

Please send your CV together with your supporting statement to Peter Johnson – Assistant Head of HR am.hr@sbilondon.com

Job Title:                   Personal Banker – East Ham Branch  

Reporting to:            Branch Manager 

Salary:                       17K – 19K depending on experience

State Bank of India currently looking to recruit an important position of Personal Banker, based at our State Bank of India East Ham Branch.

JOB DESCRIPTION 

Joint custody of cash, valuables, security form and lockers including overnight holding of keys and combination numbers of cash and locker safe

Cashiering  

Issuing rupee and other currency draft

Preparation of vouchers 

Second signature of Demand Drafts/ cheques, in case of need

Remittance to NatWest, Swift messages

Going to NatWest for clearing/ cash delivery, Post Office for post duties, and to customers/ other offices for delivery/ receipt of documents

Maintaining high level of customer service

Inward/ Outward clearing ie. direct debits/ BACS credit, giro credits

Un paid Inward and Outward

Ordering Cheque books (with permission form BM) and entering the same in computer

LC, Guarantees and bills business – opening and advising, negotiating, payment acceptance, amendments, collection inward and outward and any correspondence relating to these

Balancing of LCs, Bank Guarantees and bills liabilities register

All foreign currency payments

Passing monthly salary voucher entries

Interest and VAT certificate 

Investment/ placemats with LMB after sanction from BM

Reconciliation of accounts

Preparation of all returns (including Performance Reports, Profit and Loss statement, branch charges, sundry/ suspense. Monthly SBI placements, DSBO, IRSM, MMR, QSLA, CESA, BMMC, IT, etc.)

Maintaining registers relating to Inward and outward mail including postage, despatch, courier service, etc. 

Maintaining unclaimed balances register

Bank Charges – Levying annual maintenance and quarterly charges and monthly cash handling charges

Officiating as Assistance Manager in the absence of Manager/ Assistance Manager which includes holding keys and codes of alarm panels as third point of contact in case of emergencies

Assisting Assistant Manager for opening/ closing accounts

Foreign cheque collection

Data entry in computer

Sorting days voucher

Payment of expenses by debits to branch Charges account

Standing orders

Answering telephone

Filing

Purchase of stationary (after obtaining sanction)

Maintenance of stationary register/ stationary items

Please be aware of the following key dates: 

Advert closes – 25th November 2012 

Shortlisting - 26th November 2012 

Interviews – TBC 

Please send your CV together with your supporting statement to Peter Johnson – Assistant Head of HR am.hr@sbilondon.com

Job Title:                   Business Development Manager – Leicester Branch   

Reporting to:            Branch Manager 

Salary:                       25K – 28K depending on experience

State Bank of India currently looking to recruit an important position of Business Development Manager, based at our State Bank of India Leicester Branch.

JOB DESCRIPTION 

Source, maintain and develop new target sector customers through appropriate networking and internal liaison, optimising quality of service, business growth, and customer and satisfaction. 

At a minimum, the jobholder should exceed all allocated annual targets which would normally include liability gathering, lending, new accounts, customer interaction and controls / compliance. 

The bank is rapidly developing & as such the jobholder will be expected to accept other / additional targets from time to time.

Self generates appropriate new business for target market

Provides a superior level of customer relations and service and actively promotes State Bank of India UK as preferred provider of banking services

Ensures compliance with all Bank policies and procedures & keeps up to date with such policies & relevant regulatory issues  

With Area Branch Manager, is responsible for attaining established individual, branch and Bank goals through active participation in sales management

Attend and present at external customer meetings and business introducers

Undertakes effective networking activities by building excellent working relationships with (eg.) Chamber of Commerce, Brokers & Accountants

Provides coaching to junior members of team & shares best practice with colleagues

Creates, maintains & develops business plans appropriate  to local target market 

Efficiently manages busness pipeline by appropriate diarising & follow up of leads

Appropriate Administration, budgeting, monitoring, reporting, communication and liaison.

Self-development and continuing personal development

It is anticipated that the majority of duties will be undertaken off branch premises and that the jobholder will need to make themselves available for activities out of hours – such as evenings & weekends

In the absence of the Area Branch Manager, the jobholder will be expected to drive and report branch sales

Person Specification 

Very strong relationship management and business development skills

Track record of exceeding varied targets

Considerable experience of building a client base using internal and external networks

Very effective in gaining an in-depth understanding of client’s needs 

In-depth experience of the Financial Services industry 

Understanding of the business impact of the regulatory environment.

Preferably ( but not essential) fluent in Hindi, Punjabi, Gudjurati

Excellent interpersonal and communication skills

Entrepreneurial spirit but also with a collegiate approach

Embraces challenge and an evolving/changing environment

Please be aware of the following key dates: 

Advert closes – 25th November 2012 

Shortlisting - 26th November 2012 

Interviews – TBC 

Please send your CV together with your supporting statement to Peter Johnson – Assistant Head of HR am.hr@sbilondon.com
