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KENINDIA ASSURANCE COMPANY LIMITED

JOB DESCRIPTION 

	Job Title
	Assistant Manager 
	Department
	Life

	
	
	Section
	Pensions

	Job Category
	Section Head (Individual Pension Plan)
	Reports To
	Head of Pensions 

	Job Serial/Code No.
	JD/LIFE/PEN/AO/07

	Location/Branch
	Head Office -Nairobi

	Main Purpose of the Job - (Job Summary)

	Carrying out full scheme and member onboarding process, policy issuance, contribution reconciliations, postings, scheme secretarial services, facilitating trustee meetings, Annual General Meetings and filing returns to regulatory Authorities to achieve overall pension departmental objectives.


	Main Responsibilities 

	1. Ensure a proper member and employer/ sponsor onboarding by ensuring full and correct onboarding documents have been received and vetted. 
2. Ensure correct postings are done in a timely manner and reconciliation of the same done. 
3. Oversee the Preparation and provision of all schemes contributions, withdrawals and expenses schedules to the Fund account. 
4. Supervise the submission of quarterly returns to Retirement Benefits Authority (RBA).
5. Ensuring all schemes AGM’s (Annual General Meetings) and trustee meetings are held as per the regulations.
6. Preparing and sending the AGM’s and trustee meeting’s agenda notice for all schemes and taking and filing the minutes.
7. Preparing quality reports for the AGM and quarterly trustee meetings.
8. Oversee the posting of all scheme contributions. 
9. Ensuring that schemes correspondences are filed in an orderly manner and all receipts and contribution lists safely kept.
10. Maintaining a scheme compliant checklist for decision making and acting appropriately to ensure compliance.
11. Ensuring regular updating of member nomination forms.

12. Ensure proper Capturing of data for new members and scheme details. 
13. Maintaining a high standard of customer service through timely and quality response to all clients’ requests and needs.

14. Tracking on schemes contributions and following aggressively on any outstanding.

15. Carrying out reconciliation of all schemes contributions and withdrawals.
16. Preparing fund value reports for fund managed schemes.

17. Liasing with external service providers on transfer cases.
18. Any other duties assigned


	3 Key Deliverables (specific to this position)

	1. Maintaining complete and proper scheme records.
2. Posting of contributions and transfers.

3. Preparing schemes funds schedules 

4. Preparing schemes reports 



	Key Indicators
	Key Interfaces

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

	<Refer to Business Targets>


	
	· IT

· Finance

· Department

· Legal

· Fund accountant
	· Customers

· Regulators

· Intermediaries



	CRITICAL SUCCESS FACTORS FOR THE JOB

	Job Specifications
	Key Drivers
	Relevant Experience

	Academic Qualifications

· Degree in Insurance or Business related courses

Professional Qualifications
· Diploma in ACII/AIIK

	Key Job Skills (specific to the job)
· Analytical skills

· Problem solving skills

· Data entry skills 
· Presentation skills

Insurance Skills (special Category)

· Knowledge of RBA Regulations
· Knowledge of pension Taxation Law.
General Skills 
· Communication skills
· Interpersonal skills
· Customer Service

· IT skills (fluency)
Our Competencies/Behaviours

· Integrity 
· Reliability 
· Transparency 
· Professionalism 
· Teamwork 
· Quality 
	At least 2 years of relevant experience

 

	Supervisor/Management: 
	Name:…………………………………………………………………………
Signature…………………………………………….  Date……………….. 

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