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CURRICULUM / SYLLABUS
This program is aimed at training candidates for the job of a “Microfinance Executive”, in the “BFSI”
Sector/Industry and aims at building the following key competencies amongst the learner
Program Name

Microfinance Executive

Qualification Pack
Name & Reference ID.
ID

BSC/ Q2401

Version No.

1.0

Pre-requisites to
Training
Training Outcomes

26-09-18

10th pass
After completing this programme, participants will be able to:
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Version Update Date

Evaluate potential locations, identify and source potential
customer groups.
Assist in application and loan disbursement process, and collect
fees and installments.
Cross-sell other products of the organization.
Follow-up with the Microfinance customers whose repayment of
dues have been delayed for their recovery.
Maintain various records in a systematic way for later retrieval.
Communicate in an effective manner with customers and
colleagues in order to ensure high level of customer service.
Maintain integrity of transactions and ensure data security.
Demonstrate that high levels of ethics are exhibited at every
stage of work.
Work in teams towards a common goal which is in line with the
goal of the organizations.
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This course encompasses 7 out of 7 National Occupational Standards (NOS) of “Microfinance
Executive” Qualification Pack issued by “BFSI Sector Skill Council of India”.
Sr.
No.
1

Module

Key Learning Outcomes

Basics of
Microfinance



Theory Duration
(hh:mm)
20:00

2




Practical Duration
(hh:mm)
00:00





Corresponding NOS
Code
BSC/N2401



Basics of lending



Theory Duration
(hh:mm)
20:00



Practical Duration
(hh:mm)
00:00
Corresponding NOS
Code
BSC/N2401
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Products that can be
cross-sold to
Microfinance
customers
Theory Duration
(hh:mm)
10:00
Practical Duration
(hh:mm)
00:00
Corresponding NOS
Code
BSC/N2401
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Interpret the basic concept of
Microfinance
Comprehend the importance of
Microfinance
Asses the risks associated with
Microfinance
Evaluate the MSME segment
Comprehend Priority sector lending
Assess the criticality of priority sector
lending to the country and the
organization
Describe Self-Help Group and Joint
liability Group, their composition and
their mission
Illustrate various loan products that are
offered by banks and Micro Finance
companies
Illustrate various financial facilities
offered by banks and Micro Finance
companies
Differentiate between secured and
unsecured loans
Compare different types of liens assigned
to assets viz, Pledge, hypothecation,
Mortgage and Assignment
Comprehend basic concepts of loans like
fixed, reducing and floating rate of
interest, EMI, Drawing power and
sanctioned limit
Describe Kisan Credit card, its features
and benefits
Recognise the regulatory authorities like
RBI and NABARD
Interpret the basic concepts of Mutual
Funds
Collect information about different
aspects and features of MF
List down various products and schemes
available in Mutual Funds
Formulate the process of approaching and
marketing various mutual funds schemes
to prospective customers based on their
needs
Interpret the basic concepts of Life
Insurance and General Insurance
Interpret the concept, Huma Life Value
and Mortality
List down different life and non-life
products

Equipment
Required
White board,
Marker, Overhead
projector, Laptop,
Internet access

White board,
Marker, Overhead
projector, Laptop,
Internet access
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Sr.
No.

Module

Key Learning Outcomes



4

5

Source micro-finance
customers



Theory Duration
(hh:mm)
10:00



Practical Duration
(hh:mm)
15:00



Corresponding NOS
Code
BSC/N2401
Soft skills required in
sourcing microfinance customers



Theory Duration
(hh:mm)
10:00









Practical Duration
(hh:mm)
10:00



Corresponding NOS
Code
BSC/N2401
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Assist with microfinance application
process
Theory Duration
(hh:mm)
10:00
Practical Duration
(hh:mm)
10:00
Corresponding NOS
Code
BSC/N2402
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Formulate the process of approaching and
marketing various insurance schemes to
prospective customers based on their
needs
Distinguish between different types of
FDs including Tax Saver FD and RD
Formulate the process of scoping and
mapping of the territory assigned and
identification of customers and groups
List down the activities that can be
conducted to identify potential customer
Practice the process of discussions with
potential clients
Practice presenting the micro-finance
products to the potential customers and
groups
Practice cross-selling of other products to
the customer
Interpret the sales process consisting of
Planning, Execution, Monitoring and
Review
Devise strategies to generate leads
Evaluate the process and advantages of
prioritizing, filtering and churning of leads
Practice the process of obtaining
appointments
Formulate the process of meeting the
customer
Practice on how of narrowing down upon
the need of the customer.
Choose the right solution to offering and
practice handling objections
Devise a process of closing the call and
completing the documentation
Recognise the importance of grooming
standards & Etiquettes in sales
Analyse the entire process of application
for each Microfinance product (Loans and
investment)
Practice filling up application forms for
each Microfinance product
Discuss the KYC policy and the documents
that need to be collected from the
customer
List down the financial documents that
need to be collected from the customer
Underline the areas in which extreme due
diligence is to be followed

Equipment
Required

White board,
Marker, Overhead
projector, Laptop,
Internet access

White board,
Marker, Overhead
projector, Laptop,
Internet access

White board,
Marker, Overhead
projector, Laptop,
Internet access
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Sr.
No.
7

Module

Key Learning Outcomes

Disburse microfinance loan



Theory Duration
(hh:mm)
10:00



Practical Duration
(hh:mm)
10:00

8





Corresponding NOS
Code
BSC/N2403
Follow-up with
customers to collect
receivables



Theory Duration
(hh:mm)
10:00



Practical Duration
(hh:mm)
15:00



Corresponding NOS
Code
BSC/N2404
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Soft-skills required in
the collection process
Theory Duration
(hh:mm)
10:00
Practical Duration
(hh:mm)
15:00

10

Corresponding NOS
Code
BSC/N2404
Communicate
effectively and
achieve customer
satisfaction
Theory Duration
(hh:mm)
05:00
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Describe the process of disbursal of loan
after the loan has been sanctioned by the
credit team
Examine the genuineness of documents
submitted by the customer
Examine the process of personal
discussions that need to be conducted
with the customer before disbursal
List down the formalities that need to be
conducted before disbursal
Underline the areas in which extreme due
diligence is to be followed

Equipment
Required
White board,
Marker, Overhead
projector, Laptop,
Internet access

Comprehend the concept of Special
Mention Cases and NPAs
Discuss bucketing of asset products into
Standard Assets, Sub-standard Assets,
Doubtful assets and Loss assets
Identify the personal attributes to be
exhibited in the process of recovery
Differentiate between intentional
defaulter and financial defaulter
Formulate the procedure of debt
recovery
Discuss the process of credit counselling
with case studies
Device a Debt management plan with
case studies
List down the Do’s and don’ts in recovery
process as prescribed by IBA
Discuss the legal aspects involved in
repossession of securities
Discuss the basics of communication
Apply various forms of communication
List down various factors that make
communication effective
Demonstrate interpersonal skills
Demonstrate negotiation skills
Practice the art of handling difficult
customers

White board,
Marker, Overhead
projector, Laptop,
Internet access

Employ attentive listening and
paraphrase in order to understand the
customer
Demonstrate sensitivity to: language,
gender, cultural and social differences in
addressing customers, superiors and
colleagues

White board,
Marker, Overhead
projector, Laptop,
Internet access

White board,
Marker, Overhead
projector, Laptop,
Internet access

4

Sr.
No.

Module

Key Learning Outcomes


Practical Duration
(hh:mm)
20:00
Corresponding NOS
Code
BSC/N9902
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Maintain Integrity and
Ethics



Theory Duration
(hh:mm)
05:00



Practical Duration
(hh:mm)
00:00
Corresponding NOS
Code
BSC/N9903
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Focus on Teamwork



Theory Duration
(hh:mm)
05:00




Practical Duration
(hh:mm)
20:00



Demonstrate: positive attitude, correct
body language, dress code, gestures and
etiquette
List down work output requirements, and
receive feedback with positive attitude
Demonstrate cooperation, coordination,
and collaboration to achieve shared goals
Analyse and address problems by
educating, eliminating or escalating
Aim to gain customer loyalty and
satisfaction
Demonstrate ethical behavior and refrain
from indulging in unfair trade and/or
corrupt practices
Formulate a process to maintain records
meticulously
Value and protect customer’s information
Value and protect data and information
related to business or commercial
decisions
Avoid misrepresentation or
misinformation
Demonstrate and practice ethics in dayto-day processes
Avoid defaming products and services of
competition
Share relevant inputs, feedback and
insights to build mutual trust
Exchange, defend and rethink ideas
Support team members to accomplish
goals
Facilitate group decision and use conflict
management technics to deal with
conflict productively

Equipment
Required

White board,
Marker, Overhead
projector, Laptop,
Internet access

White board,
Marker, Overhead
projector, Laptop,
Internet access

Corresponding NOS
Code
BSC/N9904

Total Duration
Theory Duration
125:00

Unique Equipment Required:
White board, Marker, Overhead projector, Laptop, Internet
access

Practical Duration
115:00
Grand Total Course Duration: 240 Hours, 0 Minutes
(This syllabus/ curriculum has been approved by BFSI Sector Skill Council of India)
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Trainer Prerequisites for Job role: “Microfinance Executive” mapped to
Qualification Pack: “BSC/2401”
Sr.
No.
1

Area

Details

Description

To deliver accredited training service, mapping to the curriculum detailed
above, in accordance with the Qualification Pack “BSC/2401”.
Aptitude for conducting training, and pre/ post work to ensure competent,
employable candidates at the end of the training. Strong communication
skills, interpersonal skills, ability to work as part of a team; a passion for
quality and for developing others; well-organized and focused, eager to
learn and keep oneself updated with the latest in the mentioned field.

2

Personal
Attributes

3

Minimum
Educational
Qualifications
Domain
Certification
Platform
Certification

4a
4b

5

Experience

Microfinance Executive

Graduate
Certified for Job Role: “Microfinance Executive” mapped to QP:
“BSC/2401”. Minimum accepted score as per SSC guideline is 70%.
Recommended that the Trainer is certified for the Job Role: “Trainer”,
mapped to the Qualification Pack: “MEP/Q2601”. Minimum accepted score
as per SSC guideline is 80%.
• Minimum 3 years’ experience as a trainer in the BFSI domain
• Minimum 2 years’ experience as a trainer of Microfinance
Executive subjects
Experience in Microfinance Executive services a plus

6

Annexure: Assessment Criteria
Assessment Criteria
Job Role
Qualification Pack
Sector Skill Council

Sr.
No.
1

2
3
4
5
6
7

Microfinance Executive
BSC/Q2401
BFSI

Guidelines for Assessment
Criteria for assessment for each Qualification Pack will be created by the Sector Skill
Council. Each Performance Criteria (PC) will be assigned marks proportional to its
importance in NOS. SSC will also lay down proportion of marks for Theory and Skills
Practical for each PC.
The assessment for the theory part will be based on knowledge bank of questions created
by SSC.
Assessment will be conducted for all compulsory NOS, as well as the selected
elective/option NOS/ set of NOS.
Individual assessment agencies will create unique question papers for theory part for each
candidate at each examination/ training center (as per assessment criteria below)
Individual assessment agencies will create unique evaluations for skill practical for every
student at each examination/ training center based on this criterion.
To pass the Qualification Pack, every trainee should score a minimum of 70% of aggregate
marks to successfully clear the assessment.
In case of unsuccessful completion, the trainee may seek reassessment on the
Qualifications Pack.

Microfinance Executive
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Compulsory NOS
Total Marks: 200
Assessment
Element
Outcomes

Assigning an
area for
sourcing
clients

Acquiring
potential
clients

BSC/N2401Source new
customers

Resolving
queries and
cross selling

Performing
general
administrativ
e work

BSC/N2402Assist
with
microfinance

Obtaining
requisite
documents

Microfinance Executive

Marks Allocation
Assessment Criteria for Outcomes
PC1. know the territory assigned and
identify customer groups by
economic activity of the territory
PC2. survey the given territory and
assess business potential, keeping
the requirements of eligibility of
target customers as per company
norms and the various statutory
regulations in mind
PC3. organise group meetings in
association with local panchayats
or local government bodies
PC4. distribute pamphlets with product
details
PC5. conduct initial discussions with
potential clients to understand their
financial needs
PC6. form small borrower groups by
economic activity or common
borrowing needs
PC7. explain the micro-finance process,
loan amounts and repayments as
well as group responsibilities
PC8. ensure that potential customers
fully understand all aspects of the
micro-finance process and
responsibilities
PC9. educate the customers on the
benefits of micro-finance, interest
rates, fees and charges
PC10. sell other products such as
insurance and pension schemes,
both private and public, as per
company’s policy
PC11. update details of customers
acquired and their status into the
information systems/ records
PC12. prepare and submit periodic
reports on status of acquired
customers to supervisor/ manager
PC13. discuss and set revenue/ account
targets with supervisor/ manager,
as per company’s policy
PC14. prepare reports on targets
achieved and review future target
PC15. prepare status reports on defaults,
insurance claims, etc.
Total
PC1. obtain all KYC related documents
from client
PC2. obtain all biometric inputs of
customers into the designated IT
systems

Total
Marks

Theory

Practical

30

20

10

30

20

10

20

10

10

20

10

10

100

60

40

10

5

5

8

application
process

Verifying
documents

Maintaining
records

Performing
general
administrativ
e work

BSC/N2403Disburse
microfinance
loan

Checking
status of loan
application
Signing
documents
and
disbursing
loans

BSC/N2404Collect
receivables
and follow-up

Following-up
and
collecting
any loan
repayments,
fees and
charges

Microfinance Executive

PC3. assist with filling in the application
form
PC4. go back for any missing information
or document, if required
PC5. obtain credit rating, as per
company’s policy
PC6. verify validity of all KYC documents
PC7. perform documentation re-check at
the NBFC/ micro-finance company
PC8. read credit check conducted by
team at the branch
PC9. pursue referrals enquiring about
the past records/ business of the
customer to ensure safety of
dealing with customer
PC10. input all data requirements into the
system for verification and
approval/ handover application to
credit-check team
PC11. update details of accounts opened
and their status into information
system or records
PC12. prepare and submit periodic
reports on status of acquired
customers to designated superior
PC13. discuss and set revenue or account
targets with superior, as per
company’s policy
PC14. prepare reports on targets
achieved and review future target
PC15. follow proper procedures as laid
down by the bank in handling
sensitive and confidential customer
information
Total
PC1. check status of loan application
from credit check team inform
customer if loan has been
approved
PC2. assist customers to come to the
branch to complete formalities
PC3. ensure the disbursement of loan
within stipulated time period
Total
PC1. ensure that collection process and
legal guidelines are adhered to
PC2. conduct biometric verification of all
those present to record attendance
at group meetings
PC3. report to branch, deposit all cash
collected and sign-off on the drop
PC4. perform all accounting formalities
for cash collected
PC5. interact with different teams at
appropriate verticals and if required
engage them collections

10

5

5

10

5

5

10

5

5

40

20

20

5

5

0

5

5

0

10

10

0

10

10

0
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Updating
settlements

Reporting
frauds

BSC/N9902Communicat
e effectively
and maintain
customercentric
service
orientation

Communicati
ng with BFSI
customers
and
colleagues

Maintaining
service
orientation

BSC/N9903Maintain
integrity and
ethics

Maintaining
integrity of
transactions
and ensuring
data security

Microfinance Executive

PC6. follow-up and recovery of overdue
from the defaulter/ debtors
PC7. update settlement details, if any,
for loan repayments collected
PC8. recommend doubtful overdue
cases for writing off in coordination
with credit department
PC9. seek proof of insurance in case of
theft or loss of cash and report to
senior management
PC10. report any fraudulent activity in the
field to vigilance
PC11. recommend policy initiatives
PC12. follow up with legal cell for any
legal actions taken on nonrecoverable(s)
Total
PC1. practice good listening, speaking
and personal presentation
PC2. address escalated customer
concerns with poise and educate
colleagues on good practices in
customer handling
PC3. teach colleagues to be sensitive to:
language, gender, cultural and
social differences in addressing
customers, superiors and
colleagues
PC4. clearly communicate work output
requirements, targets, performance
indicators, incentives and give
feedback on work performance
with positive attitude
PC5. train staff to cooperate, coordinate,
and collaborate to achieve shared
goals
PC6. organize regular feedback
collection as per company’s SOP
PC7. address problems by quick
decision making
PC8. train staff to aim to gain customer
loyalty and satisfaction
PC9. promote clarity, honesty and
transparency in dealing with
customers and colleagues
PC10. educate team on adverse
consequences of avoid mis-selling
and misinforming
PC11. maintain focus on enhancing brand
value of company through superior
customer service
Total
PC1. refrain from indulging in unfair
trade and/or corrupt practices
PC2. maintain records meticulously as
per company’s policy, follow

10

0

10

10

10

0

30

20

10

5

0

5

5

0

5

10

0

10

5

5

0

10

Practising
ethical
behaviour

BSC/N9904Focus
on
teamwork

Developing
healthy team
climate

prescribed rules and regulations
and ensure transparent dealings
PC3. avoid using company’s funds,
property or resources for
undertaking personal activities
PC4. protect customer’s information and
avoid IP infringement
PC5. protect data and information
related to business or commercial
decisions
PC6. avoid misrepresentation or
misinformation
PC7. demonstrate and practice ethics in
day-to-day processes and dealings
with customers and colleagues
PC8. avoid defaming products and
services of companies in
competition
PC9. consult supervisor or senior
management when in situations
that may require differentiating
between ethical and unethical
Total
PC1. share relevant inputs, feedback
and insights to build mutual trust
PC2. exchange, defend and rethink
ideas
PC3. support team members to
accomplish goals
PC4. facilitate group decision making
and deal productively with conflict
Total
Grand Total
Percentage Weightage:
Minimum Pass% to qualify (aggregate):
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5

0

10

10

0

0

0

0

0
200

0
120

0
80

60%

40%

70%
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