
Internal Job Posting Notice 

 

Date posted:5/8/2021 

 

Position Title:   Customer Care Assistant and Cashier  

Grade:   14 

No. of post:    2 

Department:   Credit Finance and Investment Department (CFID).  

Place of Posting:   Head Office, NCSIDBL, Paro. 

                             

 

Reasons for opening: Vacant Post 

 

Pay Scale: Nu. 13,095 (13,095- 325-19,595) 

 

House Rent Allowance: Nu. 3500/- 

 

Other Allowances: As per ISR of the Bank 

 
 

Core Job Responsibilities but not limited to the following: 

1. Address customer inquiries via phone, email, and in-person; 

2. Greet customers politely and courteously with smile as and when they visit the bank;  

3. Offer necessary help and assistance to the customers and ensure that their needs are 

attended, addressed to the extent possible, and make them leave the bank premises 

happy/contended;  

4. Receive the loan repayments from the clients and update in the systems accordingly; 

5. Deposit the loan repayments received to the Repayment accounts of the Bank as per cash 

management norms of the company;   

6. Maintain record of the customers with whom interaction has been executed including 

details of the queries made. 

7. Ensure that the customers are not only informed in person but also directed to the 

available online resources; 

8. Provide EMI schedule and loan balance details to the clients as and when being asked 

by the clients: 

9. Update customer records in the system; 

10. Based on the interactions, feedback from the customers, apprise or recommend CFID on 

the ways and means to improve customer care; 

11. Ensure cleanliness/hygiene/ambience of the customer care area regularly by 

coordinating with the office cleaner; 

12. Participate in team-building activities; 

13. Encourage customers to complete surveys; 

14. Provide necessary community services (on behalf of CFSD) as per customer’s demand 

and update in MIS accordingly; 



15. Sell legal/revenue stamps on behalf of CFSD and maintain records properly for 

customers visiting Head Office; 

16. Provide GBS/other banking services on behalf of CFSD; 

17. Settle accounts on a monthly basis for all revenue collected for services provided; and  

18. Any other tasks assigned by the management. 

 

Criteria: 

i. Must have a copy of Academic Transcript of Class X from a School recognized by 

relevant authority; 

 

ii. Must be in Grade 15 currently and have completed past 1 year in the same grade at the 

time of submission of the application; 

 

iii. Must have a recommendation letter from his/her immediate supervisor; 

 

iv. Must have reasonable knowledge of the bank’s products and services including 

Community Services; and 

 

v. Should have no adverse record maintained with the office. 

 

Document required: 

i. A Copy of the Class X Academic Transcript from a School recognized by relevant 

authority; and 

ii. A copy of the recommendation letter from his/her immediate supervisor. 

 

 

Eligible in-service candidates may submit their applications with necessary supporting 

documents to Mr. Tandi Phuntsho, Sr. HR Manager, CSD, Paro or Ms. Sonam Dolkar, 

CFSD, NCSIDBL Thimphu.  

 

Please contact Mr. Tandi Phuntsho, Sr. HR Manager, CSD should there be any need 

for additional information about this job posting before submission of the application.  

 

Shortlisting Ratio: 5 candidates against 1 Post 

 

Last date of application submission: 20th August 2021 

 

 


