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Position Description

	Position Title
	Assistant Manager
	Department
	Retirement Living & Aged Care

	Level
	Salaried
	Location
	Adelaide, South Australia

	Reports to
	Head of Retirement Living & Aged Care
	Financial Sign-off Authority
	NIL

	Direct Reports
	NIL
	Indirect Reports
	NIL

	Created
	
	Updated
	22 December 2015


Organisational & Position Overview

To provide corporate, commercial and property lending products and services to customers through professional relationship and account management teams.  This involves application of the Bank’s lending policy and strategies through prudent lending processes to ensure high credit standards are maintained in risk management practices while achieving the Bank’s profit and growth objectives and meeting Specialised Lending’s customer needs.
Position objective is to contribute to budgeted profit by assisting in the management of Sales Growth, Margin Pricing, Fee Income and Operating Costs. Ensure a high standard of risk management and portfolio control as appropriate.
Each transaction analysed by the division is unique and poses different, and at times, complex challenges. 
Key Result Areas (5-8 Areas)

	Key Result Area 
	Responsibility
	Performance Standard



	Profit Growth
	· Assist in achieving budgeted profit growth with contribution to profit for the Portfolio through NII and Fee Income generation and expenditure control, in line with agreed targets.
· Assist in achieving target lending margins to ensure acceptable Return on Equity and appropriate returns for risk, in line with agreed targets.
· Assist the Business Development Manager(s) (BDM’s) & Divisional Head to increase net portfolio balances outstanding, in line with agreed targets.
	In line with agreed Budgets and KPI’s


	Risk Management 

Risk Management (continued)
	· Assist BDM’s & Divisional Head to prepare all lending submissions and reviews in a timely manner and in line with Bank policy for approvals, subject to BDM’s final review.
· Analyse and interpret financial statements, cashflows and feasibility studies for potential and existing projects.

· Assist BDM’s and Divisional Head with the early recognition of any potential deterioration in a client’s financial position and recommendation of an appropriate early action to reduce Bank's risk of loss.

· Maintain account management control in line with Specialised Lending Business Plan parameters and Bank expectations.  

· Assist BDM’s and Divisional Head to monitor portfolio performance. 
	· Submissions and reviews to be prepared in a timely manner in line with Bank Policy for approval 
· Analysis to be undertaken in a comprehensive and accurate manner
· Conduct on-going monitoring and advise BDM and Divisional Head as soon as a discrepancy is recognised.
· Assist in the timely completion of all  reviews/extensions and monitoring of account excesses/arrears.

· Provide timely feedback at agreed intervals on all key indicators to BDM’s & Divisional Head.

	Client Relationships
	· Assist BDM’s and Divisional Head to develop and maintain effective relationships with all Portfolio Clients as appropriate. 
· Liaise with new and existing clients directly, verbally and by correspondence.
· Maintain close relationships with Bank’s service providers such as Solicitors, Valuers and Quantity Surveyors.
	In accordance with the objectives of Specialised Lending’s and Bank’s minimum standards and expectations.


	Administration


	· Assist to instruct Solicitors to prepare and register securities if required under the guidance of the BDM and Divisional Head.
· Instruct Valuers to prepare commercial & property valuations, under guidance from the BDM and/or Divisional Head.

· Assist in co-ordinating property settlements if required.
· Prepare and accurately maintain all loan files.
	In accordance with the objectives of the Bank’s minimum standards and expectations.


	Personal Development and Team Support
	· Attend all internal and external training and professional development seminars and functions as required to improve relevant sector knowledge, professional standards and enhance networking opportunities.
· Self develop knowledge of the key drivers, cash flows,  business/credit risks and mitigants in industries that the Department strategically targets. 

· Set appropriate KPI’s for direct reports, if required,  and complete performance reviews at least half yearly.
· Provide day to day support to BDM’s and Divisional Head including absences from the office on business and leave.
· Assist with effective prioritisation of office workflow.
	In accordance with the objectives of the Bank’s minimum standards and expectations.


	Bendigo & Adelaide Bank Values
	Demonstrate behaviour in accordance with the Bank’s values – Teamwork, Integrity, Performance, Leadership, Engagement and Passion.

	In line with the Department and Bank’s minimum standards and expectations.

	Risk & compliance
	Ensure work practices are concluded in accordance with all Bank compliance requirements, as specified in Bank policy, corprate and business unit procedures and the staff handbook and identify and report instances of non-compliance to your manager.
	In line with the Department  and Bank’s minimum standards and expectations.

	
	
	


Special Requirements:

Interstate/Intrastate travel may be required from time to time
Person Specification

Skills, knowledge and abilities:

· Professional attitude and work ethic, motivated self starter

· Good written and verbal communication skills, can effectively build relationships with clients and internal stakeholders
· Highly developed time management skills, including the ability to prioritise work and meet deadlines

· Strong problem solving ability
· Ability to work autonomously and as a member of a Team

· Preparedness to take initiative where appropriate

· Willingness to self-learn

· Ability to network with key business people and internal stakeholders
· Professional business approach characterised by motivation and a focus on results

· Knowledge of financial accounting and cash flow budgeting 

· Maintains positive work environment and motivates team members

· Ability to resolve conflict with clients and internal stakeholders
· High level of computer literacy including the Bank’s systems and relevant PC software packages (minimum Microsoft Excel and Microsoft Word).
To complete this role, we require either. 
Experience required:

· Prior relevant lending experience 
· Knowledge of Banking, Property and / or Commercial Finance facilities
· Credit assessment skills
Or Minimum Qualifications:
· Formal Secondary; and
· Tertiary qualifications in Commerce or Accounting; or 
· Qualifications in a relevant property/banking related course (e.g. FINSIA, property valuation etc.) 
Assessments Required:

The applicant may be required to undertake psychometric testing.
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