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Job Description
	Position Title:
	PREMIUM CONTROL 

	Division
	OPERATIONS

	Role Purpose: The main purpose of this position are in-charge of managing invoice and receipt books, co-operating and providing supports to premium collection administrations to get higher collection .

	Organization Context:  
Possess courtesy and respect in communication with customers and colleagues. Close communicate with sections in the company

	Key Accountabilities

	Manage the usage of receipt book of each sale office.

	Auditing Receipt book regularly



	Printing premium invoice and reconcile with FA monthly

	Control the applied premiums daily

	Maintain the premium collection reports regularly to support the sale force

	Solve the related premium collection reports to get the high premium collection ratio.

	Process transferring the orphan policy daily.


Requirement
Problem Solving 
· Customer service staff can not assign receipt book to agent on eBao system.

· The receipt book quantity of a branch office is not enough to use in 02 days.
· The customer says that no one comes to collect the come due premium for them.
Qualification

· Bachelor Degree
Knowledge
· In economic and finance area.
Skills
· Proficient in MS Office. Master other advanced technology preferred
· Communication skills

· Work in an organized manner
· Ability and willingness to learn and adapt to the working environment
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