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Position:

Branch Manager
Job Number:

QARRETDIS022
Entity: 


Distribution – Retail Banking 

Direct Supervisor:
Zone Manager
Approved By: _______________________________________ Dated: ________________
Job Purpose Summary:

The incumbent will be responsible for planning, developing and managing the branch towards achieving sound profitable growth through the accomplishment of product-wise sales targets and delivery of quality service. The incumbent will also ensure efficient and consistent delivery of customer satisfaction.

Essential Duties & Responsibilities by Dimensions:

A. Shareholder & Financial:

· Implement strategies and plans to achieve all volume, revenue, profit targets.
· Prepare, submit for approval and successfully implement yearly budget, profit plan and business objectives of the branch.

· Recommend Key Performance Indicators (KPIs), for branch performance monitoring and quality measurement purposes.
· Ensure target achievement, timely and error free service delivery and high customer focus.

· Undertake effective marketing strategy to establish and maintain good working relations with existing customers and to attract new customers while paying personal attention to key customers.

B. Customer (Internal & External):

· Manage and motivate staff to ensure all customers receive prompt, courteous and high quality services.

· Ensure customer satisfaction at all times and resolve customer complaints timely and effectively.

· Provide timely and accurate information to the external and internal auditors and the Compliance function as and when required.

· Build and maintain strong and effective relationship with all other related units to achieve the Group’s goals/objectives.

C. Internal (Processes, Products, Regulatory):
· Manage the branch as per preset risk and credit limits and ensure cost control.

· Market the Group’s products and services while enhancing the customer, deposit and loan bases quantitatively as well as qualitatively, and also make periodic visits to current and potential customers for marketing purposes. 
· Review daily position and profit and loss reports, monitor dormant accounts especially debit accounts, supervise and minimize “past due” and “casual overdraft” accounts.

· Approve or reject, or coordinate the approval and rejection of lines of credit and loans within preset limits.

· Review audit findings and take appropriate corrective actions and ensure strict adherence to the Group’s policies & procedures and agreed SLAs.
· Oversee the smooth running of day-to-day activities and ensure adequate distribution of work among staff.

· Ensure regular staff rotation to make sure widely knowledgeable staff cover all sections in the branch to avoid difficulties during leaves.
· Resolves administrative issues in the Branch and ensures provision of necessary infrastructural resources for effective functioning of the Branch
D. Learning & Knowledge:
· Actively participate in regular branch manager meetings which discuss branch performance (deposits, loans, financial products, credit cards) and resolve any issues pertaining to the same.

· Take decisive action to ensure speedy resolution of staff unresolved grievances or conflicts within the team. 

· Undertake territorial research to further understanding of customer demographics.

· Possess a superior knowledge of branch management, retail banking products and related risks together with a good knowledge of operations and controls.
· Ensure all staff members are properly trained, fully aware of the Group products and services enabling them to effectively promote the same.

· Identify related areas for professional development of self and branch staff.
E. Other:

· Ensure high standards of data protection and confidentiality to safeguard commercially sensitive information.

Education/Experience Requirements:

· Bachelor’s degree.

· A minimum of 5 years experience related to branch management in a major banking institution with at least 3 years experience in local environment.

· Well-informed of the retail branches market structure, industry practices and regulations.
Required Special Skills:

· Well founded understanding of the branch customer base. 

· Excellent oral and written communication skills in English and Arabic.
· Good interpersonal skills.

· Well developed strategic perspective and forward planning ability.

· Analytical and problem solving skills coupled with decision making ability.
· Working knowledge of banking products and marketing.

· Understands the relevant laws, regulations and practices pertaining to branch transactions.
· Ability to motivate and lead teams from diverse cultural backgrounds.

Operating Environment/ Location:

· The referenced position will be based in Qatar and will involve liaison with the support functions at HO.

· Will entail regular visits to branch customers.

Framework and Boundaries:

· Group’s overall strategic plan.
· Budgetary/ scorecard targets.
· Applicable policies and procedures.
· Relevant regulatory pronouncements of the applicable local and international regulators and related best practices pertaining to retail banking.
· Delegated and re-delegated authorities as per the delegation of authorities structure.
· Instructions of the Zone Manager, Head of Distribution.
Communications and Working Relationships:

· Divisional and departmental managers of Retail Banking, Islamic Retail Banking and all other related departmental managers.
Supervisory Responsibilities:

· Will directly supervise branch staff.
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