
 

Job Description 
 
Position  : Clerk, Credit Admin 
Report to :  Unit Head, Credit Admin  

 
Summary of Position: 

Being responsible for completing daily work under Credit Admin Unit including but not 
limited to preparing Letter of Offer, Legal documentation, relevant correspondences and 
posting loan disbursement and relevant transactions in core banking system. 
 
Main Responsibilities: 

 Preparing Letter of Offer, Legal documents and other relevant documents required 
as per conditions imposed by relevant authorities.  

 Preparing all correspondence relevant to approved facilities and to relevant 
government authorities.  

 Verify all documents—Letter of Offer and Legal Documents—submitted by Branches 
to ensure they are duly completed as per requirement by guidelines and policies.  

 Raising maintenance form, security checklist and document checklist before loan 
disbursement or updating existing facilities in core banking system.  

 Posting loan disbursement and updating existing facilities in core banking system 
and preparing end of day reports for checking and verification by Unit Head and 
CCO. 

  Communicate with all Branches in Phnom Penh and provinces regarding their 
request on preparing legal documents and relevant correspondences and loan 
disbursement.  

 Communicate with all Branches in Phnom Penh and provinces regarding their 
requesting CAU to prepare legal documents and relevant correspondence and for 
loan disbursement.  

 Other tasks will be assigned. 

 

Qualifications: 

 At least Finished Bachelor Degree in Accounting or Finance or Business 
Administration or related fields. 

  Knowledgeable in Microsoft Offices, especially Ms. Excel and Words. 
 Being well versed with typing Khmer.  
 Being proficient in English.  
 Previous experiences is not a must but an advantage. 
  Having basic Knowledge related to Bank especially Loan products.  
 Quick Learner and be able to work with less supervision.  
 Being Attentive to detail and the job being done. 
 A good team player, outgoing and responsible.  
 Being result-oriented and ready to go extra miles to complete the assigned tasks. 



 

How to Apply: 
Email: career@vattanacbank.com 
Phone Number: 086 737 554 

mailto:career@vattanacbank.com

