
 
 

     Position Name   : -   Grievance Handling Officer 

    Qualification  : -   Any Graduate 
No. of Experience     : -   1 to 2 Years 
Age : -   25-30 
 

 
Role & Responsibility :- 

 To manage conflicts between stakeholders and parties of diverse interests & provide quicker 
remedies for queries & disputes within regulatory framework for the whole Group within the 
defined timelines and ensure timely redressal 

 To prepare MIS & reports for internal use, committees, regulators & website. 

 To interact with other internal departments. 

 To maintain customer focus & initiate areas of improvement. 

 Investor complaint redressal process within the defined timelines and ensure timely redressal 

 Register investor complaints after validation. 

 Hold meetings between parties and arrive at resolution of issues. 

 MIS & status updates: Send weekly MIS containing details of all complaints and their outcomes 
to the HOD for internal records and analysis. Send these reports to the respective Company 

 Collaboration - Internal & External Stakeholder, Accounts and Finance, Stock Exchanges, RTA 

 Establish a system and procedures for logging, responding to and following up on complaints at 
the Investor levels for the whole Group Companies 

 

Qualifications/Experience 

 Desired - Relevant experience in customer interaction & dealings 

 Strong communication and interpersonal skills to effectively interact with the Stakeholders 

 Managing relationships with the Investors 

 Usage of Software Application & Tools 

 Dispute Resolution Mechanisms 
 
 
 

Name    Trushali Shah Sampada Nadkarni Madhur Gupta 

Designation   Company Secretary Manager - HR Executive Director 
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