
CALL CENTER AGENT 
 
Company Description  

Stima investment is an investment company registered under the co-operative act whose 
main mandate is to carry out investment activities using member’s funds. 

Supervision 

The position will report to the Customer Relations Officer 

 
Purpose of the Job  

Responsible for the call centre whilst facilitating customer education on the Society’s 
products and services by effectively handling customer inquiries and any complaints 
arising. 

Duties and Responsibilities 

 Manage large amounts of inbound and outbound calls in a timely manner and take 
appropriate action 

 Answer incoming calls and refer to the relevant department for action 

 Maintains client information by making telephone calls; interviewing clients; 
verifying information. 

 Informs clients by explaining procedures; answering questions; providing 
information 

 Identify customers’ needs, clarify information, research on each issue and provide 
solutions and/or alternatives 

 Maintains and improves customer satisfaction through immediate resolution to a 
customer issue or upscaling of the same to the supervisor. 

 By adhering to standards and guidelines as set out in the company’s manual; 
recommend procedures for improvement 

 Seize opportunities to upsell products and services when they arise 

 Build sustainable relationships and engage customers by taking the extra mile 
 Frequently attend educational seminars and trainings to improve knowledge and 

performance level 

Knowledge and Skills Required: 

 Diploma in Customer Service or a Business Related field 
 At least 1 year of Customer Service Experience 
 Must have the ability to communicate for both written and oral communication 
 Must have knowledge in use of MS office packages 
 Must be a flexible person, who is willing to learn and able to work flexible hours 

to achieve goals 
 Must have Telephone Skills  



 Good listening skills 
 Must be able to work under pressure 
 Outgoing and energetic attitude  
 Excellent problem-solving capabilities 
 Presentable & Should be a fast thinker 
 Documentation Skills 
 Multi-tasking 
 Must demonstrate high integrity and ethical practice  

 
Application Details 

If you meet the above requirements, please send cover letter, resume, certificates and 
testimonials to Recruit@stimainvestment.co.ke by 28th February, 2018. 
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