
 

 
COLLECTIONS CONSULTANT 

 
 
Applications are invited from suitably qualified and experienced candidates for the position of 
Collections Consultant in a dynamic and highly innovative financial institution which provides financial 
services to government, parastatal and private employees.   

 
Reporting to the Collections Manager, the successful candidates will be responsible for the following: 
 

 Delivery of Bills, collecting payments from Private employers and following up queries on 
underpayments and outstanding payments from both Government and Private employers.  

 Call and trace all clients in arrears in all loan statuses as stated in the age analysis 
(Government and Private). 

 Update loan statuses on the loans management system as clients’ arrears position change. 

 Ensure that clients’ PTPs are recorded, collected and banked in a timely manner. 

 Maintain fluency in product knowledge and collections procedures necessary for conducting 

client queries. 

 Ensure that information on collections actions are timeously and accurately prepared and 
delivered to the correct audiences within the Group. 

 Maintain comprehensive and accurate records of all collections actions taken and retain such 
records on the appropriate system and in the appropriate format. 

 Handling of credit balances and book cleanup: 
 Analysing loan book of all the deals in credit balances. 
 Investigating and verifying if the credit balances are indeed from clients’ 

deductions and not misallocation. 
 Printing and preparing refund SOP’s on all the qualified credit balances. 
 Taking all updated refund SOP’s for approval. 
 Checking if the all the approved refunds have been DPR’d and processed. 
 Conduct further investigation and correction of the credit balance misallocation 

with the assistance of the Collections Managers. 
 
Qualification Requirement 

 A Diploma in Business Studies/ Banking/ Business Management or any relevant qualification is 

essential.  

 A Bachelor’s Degree in Business Administration or Accountancy will be advantageous. 

 

Experience / Background Preference 

 The company will only look at candidates who have extensive experience in a collections 

environment, in a financial services institution in Malawi. 

 Sound understanding of processes within cost centres and government ministries is essential. 

 Proven ability to develop sound relationships with the cost centre personnel. 

 Knowledge of credit cycle management is essential. 

 Applicants, who have experience in doing business with Government Ministries and parastatals, 

will be given preference. 

 Knowledge and understanding of how to deal with defaulters is essential.  

 Must be highly computer literate. 

 Must be in possession of a valid, clean drivers licence. 

 
Personnel Competencies: 



 

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

with the position, with honesty and integrity. 

 A team player who is approachable and receptive to ideas/feedback from others. 

 Ability to work with minimum supervision. 

 Ability to communicate clearly both verbally and in writing. 

 A logical thinker who has a clear, focused and methodical approach to work. 

 Results orientated - strongly motivated to achieve results, adhere to deadlines. 

 Assertive - able to handle conflict, stand by principles and put forward ideas despite 

opposition. 

 Tough- minded, rarely upset by criticism and able to retain optimism despite setbacks. 

 Must have strong customer service skills. 

 Must be able to work flexible hours. 

 

Location 

One position is based in Blantyre and another in Mzuzu. 
 

Interested candidates who meet the above requirements should send their applications together with a 
detailed Curriculum Vitae to mcwillym@selectafrica.net 
 

If you do not hear from us within two weeks, please consider your application for this particular vacancy 

unsuccessful.  In this instance, please be assured that we shall retain your application and will be in 

touch should a suitable opportunity arise in the future. 

 

 

mailto:mcwillym@selectafrica.net

