Job Brief of Business Development Officer (BDO):
Under the supervision of Branch Manager-SME, BDO is responsible to lend micro loans (Starting from Rs. 100,000 to maximum value loan up to Rs. 500,000) to our valuable clients by assessing creditworthiness and processing relevant paperwork. BDO responsibilities include scaling up of already established small and medium enterprises, helping entrepreneurs learn skills and developing strategies to develop and sustain their businesses. Liaison with the regular microfinance team to identify promising, growing and graduate clients from micro loans to SME loans. Preparing loan applications, evaluating clients’ financial information and calculating risk ratios. Incumbent should have a good understanding of lending procedures and customer service experience. Facilitate our clients acquire loans in a timely manner, while ensuring compliance with the policies of the MOJAZ Support Program:
Job Description 
· Responsible to maximize client outreach in target area through effective marketing of MSP products and originate quality loan applications.
· Perform desk review of Loan Applications;
· Conduct social and technical appraisal of loan applicants; 
· Assess clients’ financial status and evaluate creditworthiness through cash flow and other ratios and associated risks;
· Help/ assist clients to prepare Business Plan by introducing initial accounting system (profit and loss), record keeping, encourage entrepreneurs to use banking channel for business activity;  
· Contact clients to gather financial data and documentation to analyze risks and approve or reject loan requests
· Monitor and document due progress in established businesses and provide necessary technical assistance when and when required; 
· Develop necessary linkages of entrepreneurs with relevant businesses, financial services, support services and enabling institutions and associations;
· Maintain updated records of loan applications and keep them in safe custody
· Monitor progress of existing loans
· To build a good rapport with clients to make repeat clients.
· To follow up on delayed installments.
· Maintain 100% Repayment rate with 0% PAR
· Maintain minimum 150 active clients in individual lending methodology.
· Prepare yearly, monthly, weekly and daily targets in line with the overall targets of the branch and strictly adhere those targets
Core Competencies:
· Client focus, Interpersonal skills
· Communication planning & organizing, Initiative
· Judgment & decision making  
· Proficiency in all Microsoft applications
Technical Knowledge:
· Loan products review, Lending cycle, Standards of client service, Client acquisition
· Cash Flow, Screening, Crosscheck, Profit and loss calculation, Business Plan formulation
· Completing form, Loan agreement, and Monitoring collections,
Requirements
· Minimum proven work experience of 2 years as Credit Officer, BDO or similar role; 
· [bookmark: _GoBack]Hands-on experience with lending procedures and products
· Customer service experience
· Must hold Bachelor Degree in Business Management, Finance, Commerce, Economics or in related field, Preference will be given to already experienced applicants 
· Should have a Motorbike, Android phone and driving license as it is a field job
· Age not exceeding 35 years

