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KENINDIA ASSURANCE COMPANY LIMITED

JOB DESCRIPTION 


	Job Title


	Assistant Manager 


	Department
	Reinsurance

	
	
	Section
	Reinsurance accounts

	Job Category


	Reinsurance Accountant 
	Reports To
	Manager

	Job Serial/Code No.


	JD/REIN/AM/05
	Location/Branch
	Head office - Nairobi

	Main Purpose of the Job- (Job Summary)

	Managing and preparing Treaty accounts and reconciliations in line with Reinsurance Policies, processes and procedures to achieve business goals.



	Main Responsibilities 

	1. Entering and inputting reinsurance programme from treaty slips to facilitate smooth underwriting.

2. Preparation of quarterly statements of accounts, including reports and related summaries.

3. Preparing of treaty control to accounts department for accuracy purpose.

5. Providing accounts department with treaty balances for aligning records &  auditing purposes.

6. Providing reinsurers with the quarterly statements and annual adjustment accounts and follow up for confirmations. 

7. Preparation of tax figures report for submission to Insurance Regulatory Authority. 

8. Reconciliation of various treaty accounts for conformity purposes with respective reinsurers.

9. Quarterly sign-offs of balances with reinsurance Counter parties.

10. Preparing, monitoring and reporting of the reinsurance budgetary allocations 

11. Identifying, implementing and benchmarking best practices in management (e.g Reinsurance Accounts system automation)
12. Ensuring customer service to both internal and external client by providing prompt information
13. Managing and Implementing change initiatives to achieve desired business plans and culture 


	Key Deliverables (specific to this position)

	1. Timely and accurate reports

1. Reconciled Treaty accounts

2. Customer satisfaction

3. Service delivery



	.Key Indicators
	Key Interfaces

	 Resources Responsible for
	Direct Reports (Jobs reporting to this position)
	Internal
	External

	<Refer to Business Targets>


	· N/A 


	· Finance

· Operations

· IT

· Internal audit

· External auditors

· Underwriting Hub

· Branches
	· Reinsurers

· Reinsurance brokers



	CRITICAL SUCCESS FACTORS FOR THE JOB

	Job Specifications
	Key Drivers
	Relevant Experience

	Academic Qualifications

· Bachelor of Commerce in Insurance or equivalent
Professional Qualifications

· Diploma in Insurance - ACII/AIIK


	Key Job Skills (specific to the job)

· Analytical skills

· Accounting and reporting

· Customer management 

Insurance Skills (special Category)

· General underwriting

· Claims management

General Skills (Generic)

· Communication skills

· Interpersonal skills

· IT skills(fluency)

· Customer services

KAC Competencies/Behaviours

· Integrity

· Reliability

· Transparency

· Professionalism

· Teamwork

· Quality


	At least 2 years of relevant experience

 

	Supervisor/Management: 


	Date:………………………………………………………….

	Job Holder:
	Signature……………………… Date:………………………………..
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