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Claims Officer
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Company: International Rescue Committee

Location: Kakuma

Category: other-general

Requisition ID: req49544

Job Title:  Claims Officer

Sector:  Health

Employment Category:   Fixed Term

Employment Type:   Full-Time

Open to Expatriates:   No

Location:  Kakuma, Kenya

Work Arrangement:

Job Description

The SHIF Claims Officer at IRC Kenya plays a pivotal role in managing and overseeing

the processing, documentation, and submission of claims to the Social Health Insurance

Fund. The incumbent will ensure accurate and timely processing of claims, adherence to

SHIF guidelines, and effective communication with stakeholders to facilitate reimbursement

and improve healthcare service delivery.

Key Responsibilities:

Claims Processing:

Manage the end-to-end process of SHIF claims, ensuring accuracy and completeness of

documentation.

Review and verify claim forms and supporting documents submitted by healthcare

facilities or beneficiaries.
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Input and maintain accurate data related to claims in the designated systems or databases.

Continuous follow up the claims submitted to SHIF to ensure timely reimbursement of the

claims.

SHIF Guidelines Adherence:

Stay updated with SHIF policies, regulations, and guidelines to ensure compliance in claims

processing.

Interpret and apply SHIF rules appropriately while processing claims to prevent

discrepancies or rejections.

Documentation and Record-Keeping:

Maintain organized and comprehensive records of all claim-related documents, ensuring

confidentiality and accessibility as per organizational policies.

The claim officer will be required to provide the finance department with accurate information

regarding the claims submitted to SHIF for reimbursement to be captured into the financial

system.

Prepare accurate reconciliation of claims report against the funds received bi-weekly and

submit to Finance Officer for review. Ensure that all outstanding claims/discrepancies are

followed and settled immediately.

Continuous liaison with Finance department for confirmation of receipt of funds from SHIF to

enable you perform the reconciliation report.

Generate and prepare reports on claim processing activities for internal audits or reporting

purposes.

Communication and Coordination:

Liaise with healthcare providers, beneficiaries, and SHIF representatives to resolve any

claim-related queries or discrepancies.

Collaborate with internal teams such as finance, administration, and program staff to facilitate

seamless claim processing.

Quality Assurance:



Conduct regular audits on processed claims to ensure accuracy, compliance, and alignment

with SHIF regulations.

Identify areas for process improvement and contribute to the development of streamlined

claim processing procedures.

Qualifications

Bachelor’s degree in Business Administration or Accounting, or related field and 2 years’

experience in claims processing or Diploma in either accounting or business administration

with 5 years of experience in processing claims.

In-depth knowledge of SHIF policies, procedures, and regulations.

Strong analytical skills with attention to detail and accuracy in documentation.

Proficiency in using relevant software and databases for claims processing.

Excellent communication skills (verbal and written) with the ability to interact effectively with

diverse stakeholders.

Ability to work independently, manage multiple tasks, and meet deadlines in a fast-paced

environment.

Commitment to maintaining confidentiality and upholding ethical standards in healthcare

operations.

Additional Information:

This position may require occasional travel to field locations or healthcare facilities.

Fluency in English (written and spoken) is required.

Standards of Professional Conduct: The IRC and IRC workers must adhere to the values

and principles outlined in the IRC Way – Code of Conduct. These are Integrity, Service,

Accountability and Equality. In accordance with these values, the IRC operates and enforces

policies on Beneficiary Protection from Exploitation and Abuse, Child Safeguarding,

Harassment-Free Workplace, Fiscal Integrity, Anti-Retaliation, Combating Trafficking in

Persons and several others.

Gender Equality & Equal Opportunity: IRC is an Equal Opportunity Employer, and we



value diversity at our organization. We do not discriminate based on race, religion, color,

national origin, sex, gender, age, marital status, veteran status, disability status or any other

characteristic protected by applicable law. We will ensure that individuals with disabilities

are provided reasonable accommodation to participate in the job application or interview

process, to perform essential job functions, and to receive other benefits and privileges of

employment. Please contact us to request reasonable accommodation.

Kenyan nationals are encouraged to apply. International allowances are not

available for this position. Salary and employee benefits are compliant to the Kenyan

NGO Sector.

Disclaimer:

Please take note that International Rescue Committee (IRC) does not ask for any fees

in connection with its recruitment processes.
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