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1. Please complete the below information which is related to the current Job position. 

Position Title:  Trainee – Agency Sales Level/Grade/Designati
on: 

Junior Exec/Exec 

Locations: KOLKATA, HYDERABAD, BANGALORE, PUNE, DELHI 

Department: AGENCY 

Total Work Experience: NIL (FRESH GRADUATES) Current year pass out 

Education: GRADUATE from any recognized university in any stream 
 

2. Please provide the details of the duties and responsibilities that is related to this job role 

1. Attend INDUCTION PROGRAM organized by L&D team 
2. Get detailed training on Agent Recruitment Process in detail – AAF (Agent Appointment 

Form) fill up, Docs Requirement, Docs Pending Resolution, Training, Exam and TATs of 
respective sub processes – BAH will give the training and submit evaluation report to SAH 
within 1 week of the training. 

3. SAH to select buddy Sales Mgrs with whom, candidate will go on joint calls for 
identification & interviewing potential IRDA & POS candidates. SAH needs to share a 
database of 50 inactive IMDs of the location where trainee candidate needs to call and fix 
meeting along with the buddy FE(s). Weekly report of the calls made and meeting 
feedback to be sent by the candidate to SAH. SAH to evaluate the details of each call and 
suggest corrections for improvement. 
Duration – 1 week 

4. Hands on training by BAH and buddy FE(s) on Agent Portal & DJP – BAH to submit 
evaluation report to SAH within 1 week of the training. 
Duration – 1 week 

5. Post completion of Steps 1-4, as a mentor, SAH/ZAH will make a joint field visit with the 
candidate to understand his progress and areas of improvement. 

6. Effective M1, he will have Agent Recruitment & Productivity targets. The candidate also 
has to submit DJP daily basis which his M&C will be paid from M1 onwards 

 
 

 

3. Reporting relationship 

 

                Whom the Job Reports to – BAH, Mentor – SAH/ZAH 

Who Reports to the Job - None 

 

4. Relationships :  

 

Internally [Within Magma) Externally [Outside Magma] 

Who  ? Purpose of Interaction Who  ? Purpose of Interaction 

BAH Training & Sales Intermediaries Sales 

SAH (Mentor) Training, Feedback   

Agency Support MIS   
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5. Any further information related to this job, roles & responsibilities, specialized skills, competencies, 

qualifications and experience  

 

 Willingness to learn new skills 

 Basic knowledge of MS Office applications 
 
 
 
 

 

 

 

Thank you for your time.  

 


