
 

 

Assistant Manager, Operational Support 

 Job ref: AM-Operational Support  

ABC seeks to recruit an Assistant Manager within the Operational Support Department. The job is 

primarily focused on reviewing and authorising the work of more junior staff and delivering high quality 

processing and support to Operations Management, Operations teams, Bank ABC’s units and their 

clients, and for ensuring that operational processes are efficient and effective.   

 

In depth knowledge and understanding of the Group Wide Control Standards & Policies related to areas 

such as Management of Nostro Accounts, Dormant Accounts and Blocking of Accounts, Secure and Non-

secure Communication Channel, Management of Vostro Accounts, etc. is essential and the job holder will 

be required to monitor and challenge (where appropriate) the activities of business units to ensure that 

they remain aligned and consistent with the requirements of the Control Standards and Group Policies. 

 

The job holder must have an understanding of the structures and main operational activities of 

Operational Support and of the interactions required with other areas of the business. The job holder 

must have an understanding of the products and services available in the bank and of the importance of 

customer service and be able to develop appropriate relationships with other areas of the bank. 

 

Scope of the Job 

The job holder’s role is to: 

 Undertake designated activities within the department to ensure service standards are 

achieved and risks managed   

 Review and authorise work of other staff as requested who are responsible for carrying out a 

range of demanding clerical, reconciling, data administration and control / monitoring services 

and duties 

 Ensure timely delivery of a quality service to clients, other Bank ABC units and departments in 

line with agreed service standards and within budgets 

 

Key Accountabilities 

Reporting to the Manager, Operational Support the job holder will support the following: 

 As directed, support/undertake the timely and accurate delivery of all requested projects and 

initiatives ensuring these are within specification and budgeted cost 

 Carry out a range of demanding clerical, data input, reconciliation, data administration and 

monitoring services, ensuring that the work is completed accurately, on time and in adherence 

to all specified Bank processes, procedures, standards and relevant external regulations 

 Identify and suggest improvements to new and existing processes / procedures / systems. 

Maintain up-to-date awareness of market conditions, bank products and services to ensure 

that best practice is adopted where required 

 Participate in the evaluation and implementation of new or upgrades to existing IT systems, 

including the performance of robust user testing in accordance with bank standards 

 



 

 

 Provide advice, guidance and coaching to less experienced team members in order to enhance 

their technical capabilities and ensure value added service to other departments/units 

overseeing the work of a team as required 

 Provide business support during weekends, bank holidays and other times when the Bank 

would usually be closed in Bahrain but markets are open in other parts of the world 

 

Areas of Knowledge / Experience 

 Basic Knowledge and understanding of relevant accounting standards for reconciliations and 

internal controls 

 Excellent understanding of Wholesale, Treasury and / or Islamic Banking products, services 

and operations 

 Proven experience in IT systems user acceptance testing 

 4-6 Years’ experience in Risk Management, SWIFT Administration or Internal Audit 

 

Qualifications 

 

 Bachelor Degree or qualification in the following fields Finance, Banking, Accounting, 

Business or Risk Management 

 Professional Qualification related to Business or management (Lean / Six Sigma, ACT, CMI, 

ICA, etc.) 

 

 

Below is the email to apply for this position. Please mention the Job Reference 

Job Ref: AM-Operational Support 

Jobs@bank-abc.com  

 

*Only shortlisted candidates will be contacted 
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