
 

 

 

FRONT OFFICE/RECEPTIONIST 

 

Applications are invited from suitably qualified and experienced individuals for the 

position of front office or receptionist in a dynamic and highly innovative financial 

institution which provides financial services to Government, Parastatal and Private 

Employees. The position is based in Lilongwe. 

Reporting to the Administration Manager, the successful candidate will be 

responsible for the following: 

a) Being the first contact point for all incoming clients, prospective clients, 

visitors and telephone calls. 

b) Attend to incoming telephone calls for the office. 

c) Attend to all incoming visitors, clients and prospective clients.  

d) Record relevant details/information of all walk-in clients. 

e) Direct clients and visitors to the right person. 

f) Attend to all client enquiries. 

g) Accurately screen loan applications for credibility and to determine 

applicants’ affordability i.r.o. PSM as well as if the applicants have brought 

the correct documents. 

h) Advise clients on the best product suitable for their needs. 

i) Assist with daily updating of the New Business Control Register. 

j) Ensure a high levels of service to customers. 

k) Maintain records of all interactions with customers, regardless of the 

outcome of a sale. 

l) Remain updated on product knowledge. 

m) Marketing of products. 

Eligible candidates must meet the following minimum academic and practical 

requirements: 

 A Diploma in Hospitality/Business Studies/relevant qualification is essential.  

 Extensive experience in Customer Service is essential. 

 Must have good presentation skills. 

Key Competencies: 

 A performance driven, self-starter who is able to handle the responsibilities 

associated with the position, with honesty and integrity. 

 A Team player - approachable, receptive to ideas/feedback from others. 



 

 

 

 Ability to work with minimum supervision. 

 Ability to communicate clearly verbally and in writing. 

 A logical thinker – with a focused and methodical approach to work. 

 Results oriented, strongly motivated to achieve results, adhere to deadlines. 

 Must have good and sound customer handling skills. 

 Must be highly computer literate. 

 Must be able to work flexible hours. 

Interested candidates who meet the above requirements should send their 

applications together with a detailed Curriculum Vitae to 

Malawi@recruitementmail.com 

Please note that only shortlisted candidates will be responded to. 

The closing date for receiving applications is 20th October 2016. 
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