
NICO Life Insurance Company Limited (NICO Life), a leading Life Insurance company in Malawi, is an equal 
opportunity employer and diversity is an integral part of our Business, History, Culture, and Identity. Inclusion is 
the way we treat and perceive all differences, and all forms of diversities are seen as real value for the 
Company.

NICO Life invites applications from suitably qualified and experienced internal candidates to fill the position of 
Supervisor – Policy Administration (Grade C3).

The position is tenable in Blantyre.

  Reporting to the Assistant Manager – Policy Administration, the successful candidate will be responsible for:

· Supervise day to day Individual Life policy administration activities to ensure efficient and accurate processing  
 of new business, policy issuance, alterations, renewals, reinstatements, and terminations.
· Ensure the integrity, completeness, and timely updating of policyholder records and related documentation     
 within the administration system.
· Oversee premium collection activities across all applicable payment channels and follow up on failed, delayed,  
 or unpaid premiums.
· Coordinate premium reconciliation processes to ensure collections are accurately allocated to the correct · Coordinate premium reconciliation processes to ensure collections are accurately allocated to the correct      
 policies and exceptions are resolved promptly.
· Work closely with Finance and other internal stakeholders to investigate and clear unreconciled items,         
 collection variances, and premium related queries.
· Monitor policy persistency and support initiatives aimed at reducing lapses and improving premium continuity   
 within the Individual Life portfolio.
· Ensure adherence to internal controls, operational procedures, service level standards, and applicable · Ensure adherence to internal controls, operational procedures, service level standards, and applicable        
 regulatory requirements in all policy administration activities.
· Prepare periodic reports on policy administration performance, premium collections, reconciliation status,      
 outstanding items, and key operational issues requiring management attention.

KEY COMPETENCIES
· Strong understanding of life insurance operations and policy administration processes
· Sound appreciation of premium collection and reconciliation controls
· Strong analytical and problem-solving skills· Strong analytical and problem-solving skills
· High attention to detail and accuracy
· Good communication and interpersonal skills
· Ability to manage competing priorities and meet deadlines
· Proficiency in relevant systems and Microsoft Office applications

QUALIFICATIONS AND EXPERIENCE
· Bachelor’s degree in Business Administration, Insurance, Finance, or a related field
· Progress towards a professional insurance qualification such as CII will be an added advantage· Progress towards a professional insurance qualification such as CII will be an added advantage
· Minimum of 3 to 5 years’ experience in policy administration or related insurance operations

Interested candidates should submit their applications, detailed curriculum vitae and copies of relevant 
qualifications, to the address below by Friday, 8th May 2026.

Head of People & Culture – Insurance Sector
NICO Life Insurance Company Limited
P.O. Box 3044,
BLANTYRE.BLANTYRE.

Only short-listed applicants will be acknowledged.
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SUPERVISOR - POLICY ADMINISTRATION 

INTERNAL VACANCY
ANNOUNCEMENT
NICO Life Insurance Company Limited (NICO Life), a leading provider of innovative life insurance solutions, is an equal opportunity employer and diversity is an integral part 
of our Business, History, Culture, and Identity. Inclusion is the way we treat and perceive all differences, and all forms of diversity are seen as real value for the Company. 
NICO Life seeks to recruit a suitably qualified person to fill the position of Business Development Manager responsible for Group Life Assurance (GLA) Business. The 
position is tenable at our office in Lilongwe.

Reporting to the Head of Sales, the successful candidate will be responsible for:

1. STRATEGIC PLANNING AND BUSINESS INTELLIGENCE
a) Conducts analysis of historical performance trends with regard to prior year performance for Business Development department.a) Conducts analysis of historical performance trends with regard to prior year performance for Business Development department.
b) Monitors market trends and provide strategic recommendations to the CEO.
c) Analyses business growth, innovation, regulatory changes, customer trends, risks, and SWOT analysis for inclusion to the company strategic and annual operating plans.
d) Develops annual Business Development plans aligned to the corporate plan.
e) Devolves the annual business plan by reviewing and incorporating the following:
- Market segmentation as per research and required operational support.
- Manages customer acquisition and loyalty strategies.
- Develops and updating promotional and activation plans.- Develops and updating promotional and activation plans.
- Manages client engagement frameworks.
- Product development input.

2. BUDGET MANAGEMENT AND CONTROL
a) Develops and manages Business Development budgets.
b) Monitors monthly performance against budget and implement corrective actions.
c) Ensures cost-effective utilization of resources and adherence to approved budgets

3. BUSINESS DEVELOPMENT GROWTH3. BUSINESS DEVELOPMENT GROWTH AND CUSTOMER ACQUISITION
a) Drives customer acquisition, retention, and portfolio growth strategies.
b) Sets sales targets, monitors performance, and ensures achievement of growth objectives.
c) Manage sales pipelines and ensure strong conversion rates.
d) Build strategic partnerships and identify new revenue opportunities.
e) Leads and mentors Business Development teams to achieve performance targets.
f) Provides leadership, inspiration, mentorship and guidance to the Business Development team.
g) Monitors sales targets by analyzing performance reports, customer survey results and implementing action plans aligned to the company strategg) Monitors sales targets by analyzing performance reports, customer survey results and implementing action plans aligned to the company strategy.
h) Reviews and consolidates Business Development operations and performance reports.

4. CLIENT SERVICING AND SUPPORT
a) Interfaces with the Customer Experience Manager to promote a strong customer service culture across the organization.
b) Ensures adherence to Service Level Agreements (SLAs).
c) Oversee resolution of client issues within agreed turnaround times.
d) Collaborates with Customer Experience and Relationship Management teams.

5. NEW PRODUCT DEVELOPMENT5. NEW PRODUCT DEVELOPMENT AND MARKETING
a) Identifies market gaps and drives development of innovative products and services based on feedback from new business meetings, staff meetings, marketing surveys,   
marketing intelligence reports and international trends and offerings.
b) Participates in product design, approval, and launch processes.
c) Collaborates with Marketing to design and implement promotional campaigns.
d) Monitors product performance and recommends improvements.

6. DEPARTMENTAL LEADERSHIP AND GOVERNANCE
a) Leads, coaches, and develops the Business Development team.a) Leads, coaches, and develops the Business Development team.
b) Oversee departmental performance management and staff development.
c) Ensures compliance with regulatory, risk, and corporate governance standards.
d) Maintains effective organizational structures and workflows

REQUIRED SKILLS AND ABILITIES
a) Ability to manage and develop staff.
b) Clear verbal and written communication and ability to prepare accurate reports.
c)c) Ability to plan and organize in line with job requirements.
d) Ability to analyze and solve work related problems to achieve the correct outcomes.
e) Ability to interact, negotiate (where applicable) and achieve targets

QUALIFICATIONS AND EXPERIENCE
a) A first university degree in Commerce, Sales and Marketing, Business Administration or equivalent from a reputable university.
b) A Chartered Marketer with the Chartered Institute of Marketing (CIM) or its equivalent is desirable.
c) At least four (5) years’ experience in Sales, Marketing, Business Development or related environment, three (3) of which should be at supervisory/management level.

Applications and curriculum vitae including names and contacts of three traceable referees must reach the address below by Applications and curriculum vitae including names and contacts of three traceable referees must reach the address below by Wednesday 24th June 2026 either by post or 
email at vacancies@nico-life.com

Head of People and Culture - Insurance sector
NICO Life Insurance Company Limited
P.O. Box 3044,
BLANTYRE.

Only short-listed applicants will be acknowledged.
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BUSINESS DEVELOPMENT MANAGER

VACANCY
ANNOUNCEMENT


