
 
 

 

 

External Job  

Vacancy Announcement 

Read!!! Read!!!! Read!!!! 

Job Title Support Staff 

(Filing Clerk) 

Job code SS  

Department Administration Report to Branch Manager 

 

ABL is currently looking for dynamic, independently working and self-driven persons for 

the position of Support Staff. 

 

We are seeking a highly motivated person who is ready to accept challenges.  

 

Main Responsibilities 

Responsible for ensuring that bank’s document (credit files, banking services files, 

vouchers, etc.) are properly filed, and are accessible for easy retrieval and disposal, when 

needed.  This includes: 

 Ensure that the company’s files/document  are well organized and are properly filed in 

available filing rooms (s) 

 File the bank’s documents in the appropriate  order and standard 

 Easily retrieve files when requested 

 Clean and properly maintain filing space (shelves, cabinets, etc.) 

 Log and document the movement all files to and from the filing room(s).  

 Ensure that all materials in the files are intact.  

 Maintain proper record and database of the bank’s files/document which are in the filing 

room(s). 

 Maintain confidentiality of files and bank’s information. 

 Photocopying, scanning, sorting and filing the bank’s files/document.  

 Communicate issues surrounding documents in his/her possession and in the filing room 

as well. 

 Ensure that bank’s files/document taken to filing room(s) are secured. 

 Sort and arrange bank’s files/document for disposal when need. 

 Take on other responsibilities as may be assigned by supervisor. 

 Any other task assign by Supervisor 

 

 

 



Qualifications 

 Must have obtained at least a high school certificate/ diploma 

 Must have basic computer knowledge and skills  

 Must be honest and reliable 

 Ability to undertake and/or coordinate emergency maintenance as necessary 

 Willingness to undertake training or research into other areas including building 

maintenance  

 Service oriented  

 Ability to work independently and under pressure  

 Certificate in book-keeping would be an added advantage  

 

 

If you are interested and fulfill the above mentioned requirements, please send your application, 

as well as your cover letters and CV including testimony of all relevant documents to the Human 

Resources Department, AccessBank Liberia, 20th Street Sinkor or via email: 

hr@accessbank.com.lr. 

 

Deadline is Friday, September 27, 2019 

 

PLEASE NOTE THAT ONLY SHORTLISTED CANDIDATES WILL BE CONTACTED. 
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