
NICO Pension Service, a leading pension service provider, 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 Pension Service has a vacancy for a Company Secretary and Compliance Manager, tenable at the Head Office in Blantyre. The successful 
candidate will be responsible to ensure that the Company’s legal, compliance and governance risk management frameworks are implemented 
effectively to achieve operational efficiency in support of the business’s strategic objectives.

KEY RESPONSIBILITIES
Reporting directly to the CompanyReporting directly to the Company’s Chief Executive Officer, the incumbent’s key areas of responsibility shall, amongst others, include:
Compliance (Internal and External) Planning
- Prepares and implements compliance risk management plans of the external and internal compliance universe.
- Prepares Compliance Monitoring reports
- Prepares impact analysis of new regulations and laws.
- Formulates and implement annual compliance plan.
- Prepares training materials for compliance awareness sessions.
- Prepares and submits regulatory reports.- Prepares and submits regulatory reports.

LEGAL ADVISORY SERVICES
- Conducts research and provides legal opinions to the Company and the Board
- Manages litigation matters and legal risk including liaising with external legal Counsels
- Takes into custody and manages legal documentation.
- Reviews legal documents and negotiates contracts.
- Provides legal, regulatory and compliance advice on commercial transactions, contractual and labour matters.

COMCOMPANY SECRETARIAL
- Develops and implements governance frameworks specific to pension fund management.
- Provides advice to the board on governance best practices and fiduciary duties.
- Ensures transparency and accountability in board decisions and fund operations.
- Prepares accurate board meeting minutes and governance reports.
- Organises board and trustee meetings, including agenda preparation and minute-taking.
- Coordinates meetings for Management committees.
- Ensures timely follow-up on board resolutions and action items.- Ensures timely follow-up on board resolutions and action items.
- Maintains effective communication with the Board, pension fund members, trustees, regulators, and auditors.
- Organises Annual General Meetings (AGMs) and ensures member participation.
- Supports audit with timely and accurate documentation.
- Maintains statutory registers, pension scheme documents, and trustee records.
- Aligns secretarial functions with the company’s long-term pension strategy.
- Monitors and files statutory returns (e.g., pension fund reports, trustee filings).

REQUIRED SKILLS, COMPETENCIES,REQUIRED SKILLS, COMPETENCIES, AND ABILITIES
a) Strong analytical and communication (verbal and written) skills.
b) Ability to plan and organise in line with job requirements.
c) Ability to prepare analytical and accurate reports.
d) Be action and resulted oriented.
e) Strong judgment and decision-making skills.
f) Understanding of legal and regulatory frameworks.
g)g) Ability to manage complex legal and compliance matters.
h) Ability to work in a team setting.
i) Strong legal drafting and research skills.
j) Ability to interact, negotiate (where applicable) and achieve targets.
k) Proficient with work tools like Microsoft Office, Microsoft Excel and Microsoft PowerPoint.

QUALIFICATIONS AND EXPERIENCE
a) First degree in Law and from a reputable University.
b) Masteb) Master’s degree in law (or related field) will be an added advantage
c) Admission to the Malawi Bar.
d) A legal practitioner with a minimum of 5 years’ post admission experience in legal and compliance related work.
e) Possession of compliance management related certifications will be an added advantage.

Those interested should send their applications together with comprehensive curriculum vitae and at least three traceable referees to:

Chief Executive Officer
NICO Pension Service Ltd. Company
PP.O. BOX 1796
BLANTYRE

Or email: vacancies@nicopensions.mw

Closing date for receiving applications is Friday, 26th September 2025. Only shortlisted candidates will be acknowledged.
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COMPANY SECRETARY AND COMPLIANCE MANAGER

VACANCY
ANNOUNCEMENT
NICO Pension Services Ltd, a leading pension administration company, is seeking proactive, strategic 
and results oriented Business Development Officers to grow its newly developed retail business line. 
The ideal candidates should have excellent skills in analysing market trends and identifying new 
business opportunities, fostering client relationships and providing financial advisory service to clients.

The positions are tenable at NICO Pension Blantyre, Lilongwe and Mzuzu offices.

KEY RESPONSIBILITIES
•  Monitoring industry trends to identify gaps and opportunities.
••  Pro actively prospecting, qualifying, and generating new business opportunities.
•  Building and maintaining long-term relationships with new and existing clients to foster             
   enduring relationships
•  Providing financial advisory to prospective and existing clients based on the clients           
   circumstance and needs and company’s retail products
•  Implementing developed strategies to increase sales and achieve revenue goals.
•  Preparing and presenting persuasive business proposals and negotiating contracts.
••  Tracking performance metrics, and reporting on sales pipelines.

JOB COMPETENCIES AND ATTRIBUTES
•  High levels of integrity
•  Excellent financial, analytical, problem solving and management skills
•  Effective verbal and written communication skills
•  Good relationship management skills
•  Ability to prepare accurate reports
••  Ability to plan and organize in line with job requirements
•  Exceptional negotiation and decision-making skills (where applicable). 

QUALIFICATIONS AND EXPEREIENCE
•  1st Degree in Business Administration, Finance, Sales and Marketing or any related field
•  2-4 years of experience in Sales or Marketing role

REMUNERATION
RemunerationRemuneration will comprise a fixed salary and a variable component based on new business 
generated.

All interested candidates should send their letters of application and curriculum vitae with three 
traceable referees to:

Human Resources and Administration Manager
NICO Pension Services Ltd
P.O. Box 1796
Blantyre.Blantyre.

Or Email: vacancies@nicopensions.mw

Closing date for receiving applications is Wednesday, 25th February 2026. Only short listed 
applicants will be acknowledged.

“NICO Pension Services Ltd is an equal opportunity employer”.
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BUSINESS DEVELOPMENT OFFICER (3)

VACANCY
ANNOUNCEMENT


