
 

VERIFICATIONS OFFICER – NATIONAL OFFICE, LILONGWE 

 

Applications are invited from suitably qualified and experienced candidates for the position of 

Verifications Officer – National Office, Lilongwe in a dynamic and highly innovative financial institution 

which provides financial services to Government, parastatals and private employees.   

Qualification Requirement 

A relevant tertiary qualification in Business Studies is preferable. 

Experience / Background Preference 

1. The company will only look at candidates who have no less than THREE years related work experience 

in a high performance sales environment. 

2. Previous experience within the financial services or insurance sector is essential. 

3. Previous experience within the Microfinance sector will be advantageous. 

4. Previous back office experience in credit and risk management is essential. 

5. A strong analytical ability is a requirement of the role. 

6. A strong command of English, both written and verbal is a requirement of the role. 

Job Description 
 
1. Auditing: 

i. Maintain accuracy in auditing of deals. 

ii. Ensure compliance with company credit policy and ILS procedure. 

iii. Ensure that fraud prevention measures are applied consistently during the deal auditing 

process. 

2. Turnaround Time: 

i. Ensure processing of deals within agreed parameters. 

ii. Ensure prompt follow-up on returned/queried deals to ensure maximum client 

satisfaction. 

3. Record Keeping: 

i. Maintain a record of the number of deals audited daily, number of deals approved per 

branch, number of deals returned per branch and reason codes. 

ii. Ensure timely and accurate reporting on all work done. 

iii. Ensure that all reports (bank reports and third party schedules) are prepared and 

submitted on time, as and when due. 

Reporting Structure 

The Verifications Officer will report to the Chief Operating Officer. 

 



 

Key Competencies 

The successful candidate will need to demonstrate the following: 

1. Strong customer service focus. 

2. Sales and business development skills. 

3. Self-assurance and a confident manner. 

4. The ability to influence and persuade others.  

5. A passion for financial markets. 

6. Strong interpersonal and communication skills, both verbal and written. 

7. Strict attention to detail. 

8. Strong time management skills - the ability to prioritise and manage workflow. 

9. A strong work ethic. 

10. A self-starter who is proactive, shows initiative and displays high levels of self-motivation. 

11. Ability to work and think independently. 

12. An inquisitive nature and desire to learn. 

13. Ability to build strong relationships with team members, company management and clients. 

14. Be alert to changing situations, show flexibility in approach, adaptability in difficult circumstances 

and continuously strive to achieve meaningful results. 

 

 

Please forward applications to The Chief Finance Officer: chibwanag@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. 

 


