

QNB – Job Description	                                                                                  September 2008	

Position:		Senior Officer Guarantees 
Job Number:		QARGROFTD020
Entity: 	Foreign Trade - Treasury Operations Trade & Investment – Group Operations
Direct Supervisor:	Head of Guarantees 
Approved By: _______________________________________ Dated: ________________

Job Purpose Summary:
The incumbent will manage the centralized processing of the Foreign Trade transactions encompassing Guarantees, implement standards and lead the work of the unit staff at Group level to ensure timely and seamless processing of transactions and conduct of activities pertaining to foreign trade operations in the most effective and efficient manner resulting in the highest level of customer service quality and ensuring that the related financial and operational risks are mitigated. 

Essential Duties & Responsibilities by Dimensions:
A. Shareholder & Financial:
· Provide inputs in the creation of Key Performance Indicators (KPIs), for performance monitoring and quality measurement purposes of the foreign trade operations for Guarantees and monitor the achievements of unit on periodic basis at Group level.
· Provide inputs to the Department’s annual budget and report variances to the Head of Foreign Trade on a timely basis.
· Ensure the existence of adequate procedures/ processes to enable timely identification and resolution of processing errors/ duplicate processing/ suspicious transactions and thereby help avoid the incidence of financial/ reputation loss for the Group. 
B. Customer (Internal & External):
· Ensure the provision of adequate and efficient transactions in relating to the Guarantees services to internal customers and thereby help them serve external customers in a more efficient manner, resulting in increased customer satisfaction levels.
· Provide inputs to the Service Level Agreements (SLAs) with internal departments/ units to achieve improvements in turn around time (TAT) with respect to transactions processed/ services performed by personnel within Guarantees unit at Group level. 
· Build and maintain strong and effective relationships with all the other related departments to achieve the Group’s goals/ objectives.
· Provide adequate technical support and assistance to Head of Guarantees with respect to Guarantees and for related transactions, as and when required. 
C. Internal (Processes, Products, Regulatory):
· Ensure efficient processing and handling of Guarantees  at Group level with strict compliance to Group’s policies and procedures and International Chamber of Commerce Rules.
· Ensure issuance of domestic and International Bank Guarantees with strict compliance to Group’s policies and procedures and International Chamber of Commerce Rules.
· Ensure accurate processing of all unit work before authorizing, to secure the position of QNB and its clients.
· Authorize transactions for issuing of guarantees, amendment, cancellation, lodgment of claims and payment within the limit as per the credit policy.
· Verify/Authorize Swifts messages of transactions relating to bank guarantees.
· Coordinate with Group’s section heads involved in transactions relating to guarantees to ensure efficient handling operations. 
· Generate/Review periodical reports of outstanding Guarantees and take necessary actions.
· Provide the with periodical reports on issued and outstanding guarantees on behalf of customers, and Banks.
· Compile relevant MIS on periodic basis for the Head of Foreign Trade, as and when required, with respect to guarantees transactions and related commissions.
· Ensure timely completion of all reports, returns and requests for information by QCB/ other regulators with respect to Guarantees processed. 
· Participate in the on going improvement and Automation of the section 
D. Learning & Knowledge:
· Identify areas for professional development of self and all direct reports, and act to enhance professional development of self and others.
· Keep abreast of changes in International Chamber of Commerce/ relevant URDG, UCP and SBLC, ISP 98 rules pertaining to Bank Guarantees, stand-by L/Cs and local/ international laws and regulations affecting foreign trade operations especially on Guarantees continually update staff on the same.
E. Other:
· Ensure high standards of confidentiality to safeguard commercially sensitive information.

Education/Experience Requirements:
· Bachelor Degree in Business, Finance or Accounting.
· A minimum of 7 years of experience in Foreign Trade Operations (Guarantees) .
Required Special Skills:
· Specialist knowledge of all the International Chamber of Commerce Rules relating to Foreign Trade Operations (Uniform Rules for Demand Guarantees URDG 758, UCP 600, Incoterms 2011, etc and their current revisions). 
· Thorough understanding of International Guarantees concepts and operations.
· Strong leadership and interpersonal skills.
· Excellent oral and written communication skills in English and Arabic (preferred).
· Good understanding of banking operations, systems and processes.
· Meticulous, organized and logical thinker.
· Good adaptability to multinational environment, with wide exposure to various cultures and customs.
· Acceptable experience in service-level definitions, negotiation and monitoring.
· Analytical and problem solving skills.
· Computer literacy and knowledge in MS Office and Bank applications.

Operating Environment/ Location:
· Located in Qatar.

Framework and Boundaries:
· Group’s overall strategic plan.
· Budgetary/ scorecard targets.
· Applicable policies and procedures.
· Relevant regulatory pronouncements of applicable local and international regulators and related best practices (including the various rules pertaining to Bank Guarantees).
· Delegated and re-delegated authorities as per the delegation of authority structure.

Communications and Working Relationships:
· Divisional and departmental heads of, Corporate Banking, Islamic Banking, Credit Risk, Financial Institutions, Compliance, Overseas branches, Retail Banking and other related departmental heads. 
· FTD Help Desk/Customer service unit.
· Centralized Helpdesk function to resolve system related/ other issues.
· Correspondent banks situated in Qatar and other countries to follow-up on specific foreign trade related transactions.

Supervisory Responsibilities:
· None.
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