
Senior Central File Officer 

Banque Heritage is a Swiss Private Bank offering a wide range of financial services and bespoke client 
solutions. While global in scope and personal in service, the Bank holds true to its core values – family-
orientated approach, independent perspective and dedication to our clients while commitment to our 
people. Headquartered in Geneva, the bank is prominently represented in Zurich, Basel, and Sion, serving 
clients on an international scale. 
 
To join and strengthen our CSC Central File department, we are seeking an experienced and detail-oriented 
professional to lead our document management function as a Senior Central File Officer. This role is pivotal 
in ensuring the accuracy, compliance, and efficiency of our client documentation processes. As a Senior 
Central File Officer reporting directly to the Group Head of Compliance & CSC, you will take a leadership 
role in overseeing the organization and maintenance of client files. Your expertise will contribute to 
maintaining the highest standards of documentation integrity, compliance, and operational efficiency. 

What you will do 

• Lead the organization and maintenance of physical and electronic client files, ensuring accuracy and 
compliance with regulatory standards. 

• Manage and process to the formal review of new relationships, ensuring the completeness and 
consistency of the documents, including FATCA and AEOI plausibility checks. 

• Implement and enhance document management procedures, ensuring adherence to industry best 
practices. 

• Oversee the coordination with various departments to collect and update required client information. 

• Conduct regular audits to verify the completeness and accuracy of client files, implementing corrective 
actions as necessary. 

• Collaborate with compliance and legal teams to ensure all documentation meets regulatory standards 
and requirements. 

• Manage and track the flow of incoming and outgoing documents, ensuring timely processing and 
response. 

• Implement and enforce document retention policies in accordance with regulatory guidelines. 

• Mentor and train junior staff members within the central file management team. 
 

What we are looking for 

• Significant experience in a senior role within file management, document control, or a related function 
in the banking or financial sector. 

• In-depth knowledge of Swiss banking regulations and compliance standards. 

• Strong knowledge of CDB, AMLA and AMLO-FINMA (due diligence) 

• Strong knowledge of the FATCA / QI / CRS 

• Proven leadership skills with the ability to mentor and guide a team. 

• Strong organizational and project management skills. 

• Strong team spirit with a solution-oriented mindset. 

• Proficient in Microsoft Office Suite, knowledge of S2i is an asset. 

• Fluency in English and French; additional languages, especially German, is advantageous. 

• Valid working permit  

G E N E V A  



 

A P P L Y  N O W  
 
Please send your applications to hr@heritage.ch.  
Only direct application will be considered. 
 
 
 
We believe that in order to recruit the best professionals all applications must be reviewed equally. For this 
reason, all the elements you wish to share with us in your file are not discriminating (photo, age, gender, 
location, for example). We are committed to offering equal opportunities.  
 
If your application is selected, we will reach out for an introductory call. As part of the interview process, we 
always ensure complete insight and transparency, namely, you will have the chance to meet people who 
will be crucial to your future success in the role. 
 
When applying to this career opportunity, the candidate acknowledges and agrees that, in accordance with 
relevant legal regulations, Banque Heritage will collect and process his/her personal information for the 
purpose of contacting you and to analyse if your profile meet our criteria for the job. In the absence of a 
favourable response from us, we will keep your personal data for a limited period so that we can contact 
you again if we have new job offers. For additional details regarding the handling of personal data and the 
candidate's rights pertaining to this information, please refer to the Notice on Data Protection of Banque 
Heritage available at https://www.heritage.ch/en/legal-disclosures 

We are looking for professionals with all types of skills, interests and 

experiences. We care about bringing together staff who are client-

oriented, entrepreneurial minded, enthusiastic, collaborative and have the 

drive to make things happen for our clients and communities.  

G E N E V A  
 
BANQUE HERITAGE SA 
Route de Chêne 61 
PO Box 6600 
CH-1211 Geneva 6 
Switzerland 

How do we keep you smiling 

• The responsibility of an instrumental role at the heart of the development of a human-scale bank, with 
little hierarchy and recognised know-how and expertise 

• An interesting role due to its challenges, complexity and variety 

• The support of a competent and motivated team 

• A large autonomy of personal operation allowing a real capacity for proposal and initiative 

• A remuneration adapted to the experience, skills and seniority of the successful professional 


