Exchange Bank

Position Description

	Position Title: 
	Management Trainee
	FLSA Status:  
	Non-exempt

	Department:
	Various
	Grade:

	307

	Reports To:

	Regional Manager
	Revision Date:

	August 2006


POSITION SUMMARY:

Gain the requisite skill and knowledge to be placed in an entry-level management position, based on individual skill, experience and job availability upon completion of a 9-12 month training program.  Rotations include branch operations and management, lending and an overview of departments and positions throughout the bank supplemented with appropriate outside business and finance courses/workshops.

ESSENTIAL FUNCTIONS:

General: 25%

· Complete training rotations and meet training objectives as assigned, within specified time frame.

· Complete rotational assignments and outside courses/workshops including testing, demonstration, assessment and evaluation.

· Apply direction, input and feedback from training partners.

· Provide exceptional customer service to all internal and external customers.

· Represent Exchange Bank in a professional manner.

· Report training status to manager.

· Complete management development training as specified in training outline.

Branches: 50%

· Use appropriate methods to promote Exchange Bank products and services.

· Follow-up with customers to ensure satisfaction and cross-sell additional products.

· Market and actively promote Bank products through community events.

· Develop new business by prospecting, telephone consulting and cold calling.

· Refer customers to other Bank departments for additional financial service products.

· Work with other departments to successfully to complete the sales cycle.
· Cross-sell products and services to achieve branch and individual goals.

· Determine financial needs of customers and offer appropriate products.
· Complete customer transactions and services for CSR, Personal Bankers and Branch Managers.
· Perform functions of a CSR and Personal Banker when needed.
· Perform functions of a lender when needed.
· Complete branch related training as specified in Training Outline.
· Coach, inspire, encourage and mentor CSRs Personal Bankers supporting branch sales and service.
· Develop branch sales campaigns and lead staff sales meetings.
· Attend internal and external management meetings and represent the Bank at external functions and activities.

Departments: 15%

· Complete department rotations and meet established learning objectives.

· Complete tasks as assigned within rotational departments.

Non-Essential Functions: 10%

· Provide coverage within region or department for vacation/illness.

· Perform special projects and research as assigned.

· Perform other duties as assigned.

SUPERVISORY RESPONSIBILITIES

None

MINIMUM QUALIFICATIONS

Core Job Specific Competencies:

· Change Management: Handles change proactively; supports changes intended to improve the Bank’s effectiveness; helps employees anticipate and plan for the effects of change, and adjust to new roles, challenges, and expectations.

· Coaching/Developing Others: Recognizes talent and delegates responsibility enabling staff to discover and leverage their strengths and develop their abilities; tailors developmental suggestions to fit individual needs and maximize performance; provides developmental opportunities and meets with staff to offer support and feedback and to review and sustain progress.

· Motivating Others: Creates a climate in which people want to do their best and feel their work is important; inspires and empowers others; foster open dialogue; shares wins and successes; invites input from each person; values diversity; uses rewards and recognition to engage and retain employees.

· Staffing/Retention: Promotes the Bank to prospective employees to continuously enhance the talent pool; applies a rigorous process and criteria in interviewing and selecting the best people; strengthens the team through diversity; matches talents to the appropriate job; identifies retention risks and opportunities; develops strategies and takes action to retain key people.

· Written Communication:  Uses correct English grammar, punctuation, and spelling; communicates information (for example facts, ideas, or messages) in a succinct and organized manner; produces written information, which may include technical material that is appropriate for the intended audience.

· Teambuilding:  Creates a high performance work environment where employees unite to complete shared objectives. Enlists the active participation of everyone. Empowers team to achieve goals by providing resources, training, responsibility and authority. Holds team accountable for performance; promotes cooperation with other department and/or branches.

· Sales:  Understands the steps necessary to identify potential customers and secure the customers agreement for service; meets or exceeds sales targets by applying the sales process in a variety of selling situations and to a variety of customers.

Knowledge, Skills and Abilities:

· Knowledge of current management and leadership practices and principles.

· Knowledge of business operation fundamentals.

· Skills operating a personal computer including word processing, spreadsheet and presentation software.

· Ability to travel to alternate training locations.

Licenses and Certifications:

· Must maintain a valid CA driver’s license.

Physical Requirements:

· Ability to stand, bend, stoop, sit, walk, twist and turn.

· Ability to lift up to 25 pounds occasionally.

· Ability to use a computer keyboard and calculator.

· Work environment is indoors, majority of the time is spent sitting at a desk.


Education and Experience:

A combination of education and experience equivalent to a bachelor’s degree in business management or closely related field.

This position description is subject to change and other functions may be assigned at management’s discretion.  I reviewed and discussed this position description and understand that it does not represent an employment contract.

Employee: _____________________________________________________   Date:  ___________________________

