
 

 

TERMS OF REFERENCE (TOR) 
Depot In-Charge 

 
1. Overall Job Description 

The Depot IN Charge shall primarily be responsible to facilitate and manage the daily 
operations of the depot. 

2. Specific Responsibilities 
 

i. Submit Indent to the respective Business Manager. 
ii. Receipt and sale of Stocks. 
iii. Customer acquisition and retention. 
iv. Credit Follow up and submission of report to respective Business Manager. 
v. Physical Stock verification and reconciliation. 
vi. Market information submission to respective Regional Business Manager. 
vii. Quality inspection, verification and Report Submission to respective service 

manager. 
viii. Prepare Annual Performance Compact and submit to Immediate 

Supervisor. 
ix. Ensure Proper Warehouse Management. 
x. Maintain Cash book. 
xi. Timely (Daily) deposit of Cash and Cheque. 
xii. Daily Physical verification of cash. 
xiii. Bank reconciliation of the respective bank account. 
xiv. Monthly stock, cash and Bank reports submission to the respective region. 
xv. Timely settlement of expenses and utility bills with the respective region as 

per FCBL Financial and Accounting Manual 2022. 
xvi. Facilitate RNR marketing. 
xvii. Liaise with HQ, Regional Office for operation of respective depot and 

activities. 
 
 

3. Education & Experience Criteria 
The candidate must have a minimum qualification of Class XII graduate with 
minimum 3 years of work experience in relevant field. 
 

4. Personality Specification & Attributes  
i. Adaptability to corporate setting. 
ii. Patience and be able to work under pressure. 
iii. Excellent networking skills. 
iv. Good communication skills. 
v. Ability to meet deadlines. 
 



 

 

5. Core Competencies 
i. Critical thinking & problem solving. 
ii. Planning and organizing. 
iii. Managing change. 
iv. Teamwork. 
v. Conflict management. 
vi. Commercial orientation. 

6. Other requirement 
i. Dully filled FCBL Job application form. 
ii. Curriculum Vitae/Resume. 
iii. Copies of Academic certificates and transcripts. 
iv. Copy of valid CID card. 
v. Security Clearance. 
vi. No Objection letter if employed. 
vii. Original medical fitness certificate. 

 
7. Salary & other benefits (As per FCBL SRR-2021) 

Following pay and allowance shall be provided. 
i. Basic Pay of Nu. 14450/- per month (Not Negotiable) 
ii. Pay Scale of Nu. 14450-360-21650 
iii. Housing allowance of 20% of basic pay  
iv. Cash Handling Allowance: Nu. 500/-  
v. Warehouse Allowance: Nu. 500/- 

 
 


