Job Title Operator

Department Membership Department

Reports to Membership Manager

Job Summary

Responsible for overseeing daily operations and smooth workflow across all tasks

Tasks & Responsibilities

Welcomes members to the company

Review the membership application and the attached documents with the relevant person to fill out all
the information.

Every application that does not meet the requirements is referred to the department head for guidance.
Refers the affiliation file and attached documents to the branch manager for approval to conduct the
transaction.

Automates documents and documentation to send them to the administration and enters the information
into the transaction program.

Collects the due fees.

Implements the instructions and directives of the department director in the work assigned to him.

Educational Background & Qualifications

BA in Business or Law or equivalent

Good verbal and written English Skills
Computer skills

Competencies & Skills

Teamwork

Strong communication skills with clients
Confidentiality at work

Flexibility




