Proposed Scheme of Ser vuc

 Organization

| mplnyccs Welfarce Fund

Post

Finanée and Loan Officer

Effective Date

24 June 202y

Salary

Rs 18925 x 300 — 19525 x 325 - 21475 x 375 - 22225 % 400 — 23425 x 525 -
26050 x 675 — 27400 x 825 — 35650 x 900 - 37450

Qualifications

A. By selection among ofticers in the grades of Clerical Officer/Higher Clerical Officer |
at the Employees' Welfare FFund who reckons at feast four years’ service in a
subs}arlti\*e capacity in the grade.

NQTE
Indt lI ¢ absence of candidales possessing the qualifications at A above, consideration
will be given to candidates possessing:

(iy a Cambridge School Certificate with credlit in at least five subjects including
English Language, French and Mathematics or Principles of Accounts
obtained at not more than two sittings or

(i), Passes not below Grade C inat leasi five subjects including English Language,
" French and Mathematics or Principles of Accounts obtained at not mare than
two sittings at the Generat Certificate of Education “Ordinary Level” provided
that at one of the sittings, passes have been abtained either (i) in five subjects
including English Language with al least Grade C in any two subjects or (ii)
in six subjects including English Language willy at least Grade C in any one

=+ subject.

. Note 1
Candidates not possessing a credit in English Language at the Cambridge
... School Certificate will also be considered provided they possess passes in al
" least two subjects at “Principal Leve!™ and one subject at “Subsidiary Level”
as well as the General Paper obtained on one certificate at the Cambridge

~ Higher School Cerliticate Examinations;

(m) a Cambridge Higher School Centificale or Passes in at least two subjects
~ obtained on one certificate at the General Cerlificate of Cducation “*Advanced
© Level” with Accounting at Principal Level.

(ivy Candidates should reckon at least four (4) years® expericnce in Administration
#1 and Finance.
Ay OR

['.Zq;tiivalent qualifications to (i), (i) and (iii) under NOTE above acceptable 10 the
Board.

B. Candidates should: -

(iy  possess good interpersonal and commemication skills;

(ii) - have a positive attitude towards work, be customer oriented and have the abilily
1o work inn teams;

(iii) have a general knowledge of national and international issues; and

{iv) be computer literate.

Candidates should produce wrilten evidence of experience and knowledge claimed.




Dutics I To'be responsible to the Chief Finance and Loan Officer for the teehnical aspects
of their duties.

2. To inform customers on different types of loans, options and services BWTF
provides.

3. To carry out proper analysis and evaluation of the applicants® financial status 1o
determine the feasibility of granting a loan.

4. Toinput applicants’ details for foan onthe Loan System for processing and revicw
loan agreements,

5. To keep abreast of new types of loan anct other financial services and products in
order to mect customers’ needs.

6. To atend customers’ requests, handle complaints and take appropriate action
thercon,

7. Toissue certiticates in respect of interest paid during financial year to beneficiaries
for Income Tax purposes and certificste of outstanding balance to loans upon
request.

8. To reccive, sort and process mail and to prepare materials for mailing,

9. To photocopy reports and other documents and operatc standard oftfice
equipment such as telefax machine.

10, Tocarry out word processing and data entry and to update information in loan and
accounfing systetn,

b, To operate e-mail services, as and when required.

it

[2. To assist in the financial and loan administrative duties in the sectionfunit and to
provide general support o operational services.

13. To draflt replies to simple correspondence.
14, “Uacarcy out pay and cashier duties, as and when required.

15. To effect simple research on matters pertaining to the section/unit, as and when

required:

16. Teassistin dutics relating to committees, organization of official functions, raining
programnies and other activities,

17, Touse ICT in the performance of his/her duties.

18. To perform such other duties directly related to the main duties listed above or
related to the defivery of the output and results expected from the Finance and Loan
Officer in the roles ascribed to him/her,

Note 2 Finance and Loan Officer may be required to work outside normal working hours,

<

Note 3 In case of a force majeure/public emergency, incumbents are required to be available w
providertheir services to ensure business continuily either through work from home,
remote working, working online or work performed through any other 1T System,
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