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 JOB DESCRIPTION  

A Job Specifica�on
1 Company Name : Muthoot Fincorp Ltd.
2 Posi�on/Designa�on : CUSTOMER SERVICE EXECUTIVE
3 Grade : B1
4 Department : BRANCH
5 Sub Department(if any) : N/A-SubDepartment
6 Employment Type : Proba�oner
B Job Role
1 Job Role : Branch Business Support
2 Repor�ng to - Designa�on and Grade : BRANCH MANAGER-C2
3 NoOfReportees :

4 Main Tasks :

To handle day to day business transac�ons, customer
queries and provide effec�ve resolu�on, ensure quality
of business through proper process adherence. Increase
the Branch business through business development
ac�vi�es, consistently cross-sells and up-sells and
Promotes mul�ple products and services.

5 Areas of Responsibility :

To ensure quality of business and opera�onal efficiency
through proper process adherence and facilitate smooth
func�oning of branches. Promote and maintain posi�ve
rela�ons with all contacts, customers and poten�al
customers Promotes the products and services;
consistently cross-sells and Up-sells products at every
opportunity. Responsible to handle day to day
transac�ons and valuables. Maintain all data and records
related to daily transac�ons

6 Special Requirements (if any) : Graduate/Post Graduate Freshers may also apply
7 Compensa�on Band : Based on Market Standards/Internal norms
8 En�tlements : As per policy
9 Stake Holders : MFL Staff, Group Company Staff, Customers
10 Assets Required : As per policy
11 Career Progression : Null

Personal Specifica�on
12 Educa�onal Qualifica�on : Graduate (minimum)

13 Technical Cer�fica�on : Basic Computer Knowledge, esp.MS Office applica�ons
mandatory

14 SkillSets :

(a) Ability to Prevent & Solve Problem(b) Logical
thinking(c) Result orienta�on(d) Ini�a�ve (e) Crea�vity
and innova�on(f) Perseverance(g) Team work and
coopera�on(h) Flexibility(i) Pleasant and Smart

15 Communica�on Skills : Conversant in local language and English
16 Total Experience : 1Year(s)0 Month(s)
17 Behavioural Competencies : NA
18 Other Requirements (if any) : Null
19 Remarks : Handle day to day Branch Business Transac�on and



6/8/2019

2/2

serving walk-in Customers

C Approvals
24 Prepared by (Name/Designa�on/ Date) : /30 Dec 2015

25 Approved by (Name/Designa�on/ Date) : RAJESH RAVINDRAN/JOINT ASSOCIATE VICE PRESIDENT -
HR/11 Apr 2018
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