Job Description:
The incumbent is responsible to provide leadership to ensure quality portfolio, growth in the assigned market and coordination with stakeholders to implement MOJAZ Business Plan. The incumbent is also responsible to meet outreach targets with quality Customer Services while bringing high quality business, financial services & promoting overall ownership & accountability whilst maintaining core profitability.

Business Operations
· Manage delivery of products and services in the branch to ensure progress toward the strategic and operational plans that support maximum outreach
· Manage branch operations including marketing, business analysis, client screening, loan disbursements, payment collection, etc.
· Control the level of efficiency and accuracy in all Branch level operations
· Manage branch level administrative department to support operations and maximum customer satisfaction.
· Responsible for screening of customer credit appraisals, branch PAR and control the OD numbers.
· Assign targets to the Credit officer on daily basis and ensure completion of assigned tasks at the time of sign out 
· Prepare yearly, monthly, weekly, and daily targets in line with the business plan.   
·  Encourage non-cash collection and instruct COs to avoid contact with activist
· Ensure that Disbursement will not be channelized through the activist
· Organize the recovery and collection process to maintain the delinquencies loans within the specified limits of the assigned goals
· Ensure safety and security of location, cash, collateral and other critical branch records
· Take full responsibility of the Branch

Staff Management and Development
· Review corporate goals and objectives and align individual and team goals with the organization
· Assure that subordinates have a clear understanding of what performance results and behaviors are expected from them through regular meetings to review progress on the approved plans and exchange feedback
· Obtain feedback from internal and external customers, team members, coworkers concerning employee performance
· Address issues arising from daily operations, make adjustments in previously set performance plan if need be
· Timely conduct performance appraisal sessions according to the organization's established procedures
· Create and maintain positive working environment to the highest ethical level; promote mutual respect, understanding, trust and cooperation among all team members;
· Strict monitoring of staff against any corruption and malpractices and report any such incidents to the supervisor and Manager Microfinance with confidence and integrity.

Risk Management
· Respond to audit and compliance reports in a timely manner. Follow up on audit findings and implement-accepted recommendations.
· Responsible for all branch issues related to administrative matters such as security, complaint redressal and work place safety.
·  Protection of critical information such as Ids and passwords
· Ensure safe custody of Office Equipment, Specially, Computers, and DVRs



Guidelines for Branch managers for branch management:
·  Responsible for smooth functioning of branch’ including administration, marketing, training, lending and security
·  Formulate viable business development strategies to ensure long-term success and achievement of goals.
·  Arranging approvals of loans and increasing branch portfolio towards Growth.
·  Actively handle customer complaints and ensure every query of the customer is addressed appropriately.
·  Act as administrative head of the branch and must closely observe security related issues of the branch
·  Must have access to customer related IDs
·  Must be responsible for profitability of the branch
·  Encourage non-cash collection and instruct COs to avoid contact with activist
·  Responsible for handling petty cash
·  Ensure that Disbursement will not be channelized through the activist
·  Protection of critical information such as Ids and passwords
· Ensure that Cash, confidential, legal and other important information is duly kept under lock and key and two authorized officials including BM are authorized to access that information only. 
· Organize the recovery and collection process to maintain the delinquencies and losses within the specified limits of the assigned goals.
· Ensure safety and security of location, cash, collateral and other critical branch records 
· Take full responsibility of branches as revenue center.
· Ensure compliance with bank’s policies and operational guidelines.
· Deal with problems by providing creative and practical solutions.
· Share knowledge with other branches and head office on effective practices, competitive
intelligence, business opportunities and needs.
· Strict monitoring of staff against any corruption and malpractices and report any such incidents to supervisor, Manager Microfinance with confidence and integrity.
· Timely update branch staffs on changes in policies, processes and procedures.
· Perform calls to clients to facilitate branch business and participate in group formation, appraisal meetings and attend all disbursement events at Branch level to ensure effective penetration of branch to increase revenue.
· BM shall be responsible to adhere Mojaz Values and ensure that everyone at branch level believes and practice those values (Integrity, Inclusiveness, Honesty and Transparency, Accountability, Teamwork & Respect).
· Let’s Bring Change- Change begins with me!

Reporting and line management:
    The Branch Manager will report to the Area Manager and will be based in their respective district & Area s/he has applied for.

Qualification and Competencies: 
· Bachelor’s degree in Business Management, Finance ,accounting , Economics  and Marketing
 Experience 
[bookmark: _GoBack]Minimum of 3-5 years of relevant work experience and understanding of micro and small enterprises development. 
  Expertise
· Proficiency in all Microsoft Office applications & Excel.
· The ability to manage the MIS Software.
· The ability to work in a fast-paced environment.
· Effective communication, report writing and linkages building skills.
· Ability to team leading
 Gender
    Male/ female required
  Age Limit
    28-45 Year old


