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KENINDIA ASSURANCE COMPANY LIMITED

JOB DESCRIPTION 

	Job Title
	Group Life, Administrator
	Department
	Life



	
	
	Section
	Group Life

	Job Category


	Assistant Manager
	Reports To
	Head of Group Life

	Job Serial/Code No.


	TBA

	Location/Branch
	Head Office-Nairobi

	Main Purpose of the Job - (Job Summary)

	Responsible for  implementing the business policies and procedures to ensure business retention and customer satisfaction through enhancing client relationship as well as ensuring good service delivery to customers and preparation of accurate reports and data in line with the overall department strategy and objectives


	Main Responsibilities 

	1. Implementing group life department strategy policies, processes and procedures in line with the overall group life business objective.
2. Ensuring retention of all existing portfolio through issuing timely renewal notifications and making follow up
3. Ensuring collection of all premium for renewal business and premium due from endorsements
4. Accurate and timely preparation and dispatch of all internal and external reports and filing of the same
5. Accurate and timely preparation of reinsurance returns including facultative & coinsurance placements as well as ensuring receivables and payables therefrom
6. Generation of ideas to improve systems and processes and making follow up for implementation as well as report any anomaly
7. Provide accurate and correct information, records and data as may be required at different times
8. Perform and file reconciliation of all financial entries on a defined regular basis

9. Plan and execute customer service meetings on a defined regular basis and create a good rapport with clients

10. Ensure proper and objective communications to both internal and external customers

11. Handling of documentation by ensuring proper document identification, analysis and filing
12. Participate in training, talent development and career to sharpen teamwork and good interpersonal relations in order to achieve motivation and high performance
13. Implementing change initiatives to achieve desired departmental objectives


	2 or  3 Key Deliverables (specific to this position)

	1. Achieve business retention 

2. Collection of all premiums due
3. Execute Customer service meetings
4. Reconciliation of all financial entries
5. Reinsurance returns including facultative and coinsurance placements

6. Preparation of accurate reports

7. Generation of ideas to improve systems and processes
8. Extend assistance to both Marketing and Claims functions

9. Attend at least 1 relevant training in a year


	Key Indicators
	Key Interfaces

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

	<Refer to Business Targets>


	
	· HR

· Finance

· IT

· Risk

· Internal Audit

· Marketing and operations

· Legal


	· Customers

· Regulators

· Intermediaries
· Suppliers

· Competitors



	CRITICAL SUCCESS FACTORS FOR THE JOB

	Job Specifications
	Key Drivers
	Relevant Experience

	Academic Qualifications

· Bachelors Degree in Business related courses

Qualifications

· Diploma in ACII/AIIK/FLMI


	Key Job Skills (specific to the job)

· Presentation skills

· Negotiation skills
· Analytical skills

· Inter Personal skills
· Self drive skills
Insurance Skills (special Category)

· Life business management skills

· Underwriting Skills

· Marketing Skills

· Product Knowledge

General Skills (Generic)

· Communication Skills

· Interpersonal Skills

· Customer Service

· IT skill (fluency)

Our Competencies/Behaviors
· Integrity 
· Reliability 
· Transparency 
· Professionalism 
· Teamwork 
· Quality 
	At least  3 years of relevant experience

 

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


	Job Holder:
	Name:………………………………………………………………………………
Signature:……………………………………………Date: ……………………  
Stamp…………………………………………………………………………  
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