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Cashier, Billing & Registration Clerks (2 Posts) CCBRT
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Comprehensive Community Based Rehabilitation in Tanzania (CCBRT) aims to be the leading provider of
accessible specialized health services in Africa and serves as healthcare social enterprise and through
development programmes in the community and the most vulnerable. Committed to preventing lifelong
disabilities wherever possible, CCBRT is also engaged in extensive maternal and newborn healthcare (MNHC)
activities including obstetric fistula repairs. Its Maternity and Newborn Wing serves as a referral centre for
high risk and emergency deliveries in the region of Dar es Salaam and the Eastern Zone of Tanzania.

To stregthern our Billing and Registration team , CCBRT is looking for dynamic and experienced Cashier,
Billing& Registration Clerks

The role

As part of the billing & registration team, you provide excellent Registration/Cash/Billing services and ensure
daily closure of the system as per financial gudelines including daily completion of claim form cycle and daily
reporting on cash collection.

You provide excellent customer care to all visitors, whereby you use effective communication and polite
language through telephone, email and general inquiries. All registration and bookings are according to
protocols and update the patient health status.

Policies and procedures are followed in all tasks performed, including daily payments, refunds, claims, invoices
and postings in the system. Accuracy and speed should be observed.

Work allocation will be done as per the need of the organization. Shift work will apply.

The candidate
e Diploma in Accounting or Business Administration with minimum of 2 years experience.
e NBAA-Tanzania registration (added advantage)
e Good basic computer knowledge and skill (excel, word, powerpoint, etc)
o Adequate knowledge in ERP system
e Coversant with SAP is an added advantage
e Training in customer care
e Excellent communication skills (English and Swabhili)
e Good interpersonal skills
e Flexibility and ability to multitask
e Eye for detail and result focused

If you are interested, please submit your curriculum vitae with 3 references and a cover letter telling us
why you believe you are the right person for the role.

CCBRT is an equal opportunities employer and encourages people with disabilities to apply. Please send
your application via email to: recruitment.ccbrt.org. Shortlisted candidates will undergo an interview as
well as an additional assessment

Please indicate job reference number: 2024 -19| DEADLINE FOR APPLICATIONS: October 10th, 2024
(selection process might commence upon receipt of suitable applications)

CCBRT does not request or accept money from applicants as part of it’s recruitment process.
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Vacancy: &
Health Volunteer - Receptionist CCBRT

Ref: 2024-18

Comprehensive Community Based Rehabilitation in Tanzania (CCBRT) aims to be the preferred provider of
accessible specialized health services in Africa. It serves - as a healthcare social enterprise and through
development programmes - the community and the most vulnerable. CCBRT is Tanzania’s largest local
provider of disability and rehabilitation services. We prevent lifelong disabilities wherever possible and are
therefore also engaged in extensive maternal and newborn healthcare (MNHC) activities, including obstetric
fistula repairs. Our Maternity and Newborn Wing serves as a referral centre for high-risk and emergency
deliveries in the region of Dar es Salaam and the Eastern Zone of Tanzania.

We are seeking a vibrant, sharp and experienced hospital receptionist in order to enhance the
front office services

The role

The Receptionist at CCBRT Hospital is responsible for provision of relevant, accurate and complete
information on services available at CCBRT, respond timely to questions and needs of patients and visitors at
the hospital, ensure that the receptionist’s workstation is clean and well kept including patient/customers
sitting area, receive patients/customer feedback and channel them to the appropriate authority timely.

The receptionist is also expected to respond to inquiries from patients, prospective patients and visitors in a
courteous manner, verifying client’s booking upon arrival, use polite language while service patients through
telephone, email and general inquiries. Ensure adherence to CCBRT guidelines and protocols. Ensure client
confidentiality is observed.

This position is offered as Health Volunteer position for 1 year. CCBRT Volunteer terms and conditions apply.

The candidate

e  Minimum Diploma in Customer Service, Office management, Business administration or
related field

o Certificate of Secondary Education

e At least 3 years experience in Customer service, record keeping or any other relevant and
related field

e Medical background/Working in Hospital environment is an added advantage

e Excellent communication skills (English and Kiswahili)

e Computer literate (Microsoft office package)

e Energetic, Flexible and great at Multitasking

If you are interested please submit your curriculum vitae with 3 references and a cover letter telling us
why you believe you are the right person for the role.

Please send your application via email to: recruitment@ccbrt.org.

CCBRT is an equal opportunities employer and encourages people with disabilities to apply. Selection
process will include various assessments rounds.

Please indicate job reference number: 2024 -18| DEADLINE FOR APPLICATIONS: October 8th, 2024
(selection process might commence upon receipt of suitable applications)

CCBRT does not request or accept money from applicants as part of it’s recruitment process.
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