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The HDFC Bank is looking for competent, dynamic and results oriented individuals with a proven track record to fi ll 

the positions of Company Secretary & Risk Offi cer.

i. Primary Responsibilities

 • Convening meetings of Board of Directors and Board Sub-Committees including formulating agendas,

collatingpapersanduploadingontheboardportal,draftingaccurateminutes,timelydisseminationofboard

decisionsandfollow-upofmattersarisingfrommeetingresolutions.

 • Ensurethatminutesofallmeetingsareproducedandproperlymaintained.

 • Performcompanysecretarialfunctionsinanefficientandeffectivemanner,whileensuringcompliancewith

obligationsinrespectofstockexchangeregulations,BankingActandcorporategovernanceguidelines.

 • MaintaintheregisterofshareholdersandmonitorchangesinshareownershipoftheBank.

 • CoordinateAnnualGeneralMeetingsoftheBankasstipulatedbylaw,complyingwithregulatorycompliances.

 • ProperCorporatedisclosurestoStockExchangeandattendingtoshareholderrequirements.

 • PreparationofrelevantreportsneedstobepublishedintheAnnualReportincompliancewiththeregulatory

requirementsunderCBSL,CSE&SEC.

 • Monitorchangesinrelevantlegislationsandtheregulatoryenvironmentandreview,analyzeandprepare

reports and recommendations on such changes. 

 • Liaisewithexternalregulatorsandadvisers,suchasStockExchange,CentralBankofSriLanka,etc.

ii. Candidate profi le and experience required 

 a. ShouldbeacitizenofSriLanka.

 b. RequiredEducational/ProfessionalQualificationsandskills.

  • BeanAttorney-at-Law.

  • AregisteredCompanySecretary.

 c. Experienceandotherrequirements

  • Minimum5yearspostqualifyingexperienceinaBankorfinancialinstitution.

  • Agoodunderstandingofcorporategovernancepractices,developmentsandrelevantlegalknowledge.

  • ShouldbewellconversantwithSEC,CSErules,BankingActDirections,rules&regulationsandother

matters relating to the compliance with the Regulatory Bodies. 

  • Should be a person with leadership qualities, technical-flair, excellent communication skills,

commitmenttowork,problemsolvingskillsandplanningskills.

 d. Age:Notmorethan45years.

ThepotentialRiskOfficeristobedevelopandelevatetothepositionofChiefRiskOfficer(CRO)aspartofBank’s

successionplanning.TheroleofRiskOfficeristomanagethefunctionasasecondlineofdefensebycontributing

totheoversightandexecutionofawiderangeofrisksaswellasfortheimplementationoftheBank’sriskstrategy.

Thepositionwillinvolveworkingwithindividualsacrossalllevels(fromseniorexecutivestojuniorteammembers)

across the organization, and thus, strong stakeholdermanagement and relationship buildingwill be critical. In

specificinstances,theRiskOfficerwillalsoworkwithexternalconsultants.

TheRiskOfficerwillreporttotheCROordirectlytotheIntegratedRiskManagementCommittee(IRMC)andalso

willdeputyfortheCROinhisabsence.

i. Primary Responsibilities 

Framework development, implementation and maintenance 

• Establish,maintainandreinforcetheBank’sintegratedriskmanagementframeworkandarchitectureto

mitigate the overall risk position and improving risk profi le of the Bank. 

 • Collaborating closely with the IRMC to plan, design and implement the HDFC’s risk management

framework. 

 • Design, formulate and articulate a coherent risk appetites/tolerance, risk models to accommodate for

identifyingassessingoranalyzingdifferenttypesofexistingandemergingrisks.

 • Keepingabreastoftherelativedirectives,regulations,technicalstandards,andotherrulesgoverningthe

developmentbanksandensuringtheiron-goingmaintenanceandimplementation.

 • EnsuresBank’soverallriskstrategies,policies,proceduresandcommensuratewithregulator’sguidelines.

 • Ensuresmarketsurveillancetoevaluatedevelopmentsineconomics,assetclasses,sectorsandindustries

that may impact the risk profi le of the portfolios.

Data management and integrity 

• Responsibleforidentifying,assessing,managingandreportingriskofpossiblefinancialandnon-financial

lossesandadviceseniormanagementandIRMC.

 • Riskassessment,whichinvolvesanalyzingrisksinternallyandexternallyaswellasidentifying,describing

andestimatingtherisksaffectingthebusiness.Inparticular,havingagoodknowledgeofcreditprinciples

withafocusonanalyticalskillsandproblem-solvingisessential.

 • Riskevaluation,whichinvolvescomparingestimatedriskswithcriteriaestablishedbytheHDFC.

 • PresentingriskdashboardstotheIntegratedRiskManagementCommittee(IRMC)onaregularbasisand/

orasrequired.

 • Carryingoutplannedandadhocriskauditstoensurethatproceduresarekeptrelevantandthenecessary

controlsareinplacetolimitriskofexcessiverisktakingand/orabuse.

Communication and management 

• Participateingeneralmanagementfunctions,includingtheriskcommittee(IRMC)andthemanagement

meetingsasmaybenecessary.

 • Effectivelycommunicatetheriskexposuresandmaintainrelationshipswithseniormanagement.

 • Activelyinterfacingwithseniorpersonnelandotherunits/departmentstoensureasmoothandoptimum

development,implementation,andon-goingmaintenanceoftheenterpriseriskmanagementframework

into the Bank's culture. 

 • ProvidingsupportandtrainingtostafftobuildriskawarenesswithintheBank.

 • Providestechnicaladvicetodecisionmakersandcommitteesonrelevantrisk-relatedmatters.

ii. Candidate profi le and experience required 

Qualifi cations required 

• AdegreeinFinance,Accounting,BusinessAdministration,Economics,Statisticsorrelevantqualifications

fromarecognizedUniversityand

 • AnAssociateMemberoftheInstituteofCharteredAccountantsofSriLanka(ICASL),orCharteredInstitute

of Management Accountants (CIMA-UK), or Chartered Certified Accountants (ACCA) or equivalent

accountingbodies.

 • QualificationinBanking,Riskorotherrelevantfieldofstudywouldbeanaddedadvantage.

 • Possessionofapost-graduatedegreeinadisciplinerelevanttotheroleand/orrecognizedqualification(s)

inRiskManagementwillbeconsideredanasset.

Eligibility 

 • Minimum8years’experienceoutofwhich3yearspostqualifyingexperienceinaManagerialpositionin

arecognizedfinancialinstitution.

 • SoundknowledgeonSLAS/IFRSaccountingstandards,BASELguidelines,CBSLregulatoryriskmanagement

requirementsandextensiveexperienceinriskmanagementframeworkandimplementation.

 • Candidateshouldbeassertiveandself-confidenttocarryouttheresponsibilitieswithintheriskmanagement

function. 

 • AgeLimit-Below50years

Soft skills 

• Abilitytomulti-task,meetstrictdeadlinesandproducehighqualitywork.

 • Excellentwrittenandverbalcommunicationskills.

 • Strongcommunicationandinterpersonalskills.

 • ExcellentfinancialanalyticalskillswithadvancedMicrosoftExcel.

 • Abilitytolistenactivelyandtoworkonone’sinitiativeasnecessary.

 • Fluencyinfinancialindustrypracticesandprofessionalstandards.

3. Terms & conditions relating to positions

Thesepositionswillbesubjectedtoaprobationaryperiodofoneyearandconfirmationinthepostwillbebased

onthesatisfactoryperformance.Shortlistedapplicantsbasedonthestipulatedqualificationsandexperiencewillbe

called for an interview.

Anattractiveremunerationpackageawaitstherightcandidates.

Applicationswith twonon-related referees, shouldbe sent tocareers@hdfc.lk to reach the undersigned on or 

before2nd March 2022.Itisrequiredtoindicatethepositionappliedforinthesubjectlineofthee-mail.

 1. COMPANY SECRETARY

APPLICATION PROCEDURE

 2. RISK OFFICER

HDFC BANK

Assistant General Manager - HRM & Company Secretary

HDFC Bank of Sri Lanka

Sir Chittampalam A. Gardiner Mawatha,

P.O. Box 2085, Colombo 02.

HDFC BANK
Telephone : 0112356800      www.hdfc.lk


