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JOB DESCRIPTION 

Organisation:  SME Mauritius Ltd 

Post:   Business Support Executive 

 

Qualifications & Experience: 

A. A Degree in Business Administration or Management or Economics or Finance or 

Marketing or Entrepreneurial Development or Production and Operations 

Management or Industrial Engineering and Management from a recognized institution 

or an equivalent qualification acceptable to the Board; 

 

B. A Master Degree in Business Administration or an equivalent qualification acceptable 

to the Board; 

 

C. Candidates should- 

 

(i) reckon at least three years’ post graduate experience in a Business 

Management or Industrial Development or any relevant field;  

 

(ii) possess critical and analytical skills; 

 

(iii) possess good leadership, organizational, interpersonal and communication 

skills; and 

 

(iv) be computer literate 

Candidates should produce written evidence of experience/ knowledge claimed. 

Role and Responsibilities: To assist in the formulation and implementation of policies relating 

to the development and growth of enterprises. 

Duties:  

1. To provide counseling, handholding, mentoring and coaching for startups and SMEs. 

2. To carry out surveys, collect data and prepare reports. 

3. To organize training activities related to SME Development. 

4. To conduct site visits at enterprises for monitoring performance, in-house diagnosis and 

provide practical solutions to operational problems, and business planning. 

5. To conduct initial appraisals and analysis of business plans to determine their viability. 

6. To assist in the preparation of programs to improve productivity and quality in SMEs. 

7. To assist in financial planning, evaluate new business projects and strengthen 

entrepreneurship skills. 
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8. To conduct in-depth diagnostic and assist in consultancy support services. 

9. To assist export-oriented SMEs in marketing their products and services. 

10. To create and provide market information system and effective strategies for the 

improvement of export trade through SMEs. 

11. To conduct research and development related to SME development. 

12. To organize and conduct sensitization programmes on Entrepreneurship Development. 

13. To prepare and submit monthly progress report. 

14. To use ICT in the performance of his duties and to advise SMEs on the use of ICT and new 

technology tools. 

15. To perform such other duties directly related to the main duties listed above or related to 

the delivery of the output and results expected from the Business Support Executive in 

the roles ascribed to him. 

 


