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a particular job
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NOS are
performance
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achieve when
carrying out
functions in the
workplace,
together with
specifications of
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understanding

Qualifications Pack-Associate - Clinical Data Management

SEETORIT-ITeS

JB-SECTOMusiness Process Management
OCCUPATIOIKtealth Services

REFEREN@E SSC/Q2401

ALIGNED O NCG2015/3512.0601

Associate- Clinical Data Managemenin the IFITeS Industry is also known
AssociatePharma

Brief Job DescriptioniIndividuals in thisjob are requiredto organiseand
maintain information related to medical research and records, and perfiata
coding of records. He/she need to ensure completeness, correctness and (
of the data generated during clinical trialsth high accuracy.

Personal Attributes:Individual should have the ability to work unsupervis

IT-ITeS SSC NASSC( taking independent decisions for own area of workadividual needs to
Email:
ssg@nasscom.in

(dus

demonstrate ability to precisely follow defined procedures and should po:
high quality orientation and attention to detail.
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Qualifications Pack Code SSC/Q2401

Job Role Associate- Clinical Data Management
This job role isapplicable in both national and international scenarios

Credits(NSQF) TBD 1.0
Sector IT-ITeS 30/04/ 2013

Subsector Business Process Managemen 31/01/2015
Occupation Health Services INEYREYEWAEIGCEE 31/0 3/ 2016

NSQQlearance on 20/07/2015

Job Detalls

Job Role Associate- Clinical Data Management

(Associate; Pharma)
Role Description Processes data for claims (on behalf of payers and provide
NSQF level 7

Minimum EducationalQualifications | Bachelor's Degree in Computer Science/Bioldgfe Science/
Pharmaeuticalg Clinical research

Maximum Educational Qualifications | Masters Degree in Computer Science/Biolbgife Science/
Pharmaeuticalg Clinical research

Training Certifications/courses/Trainings in Clinical Trial Manageme
(Suggested but not mandatory) research methodology

Minimum Job EntryAge 18 years

Experience

0-2 years of work experiencel/internshim a related area

Compulsory:

1. SSC/N240{Maintain employer accounts for health
insurance schemes

2. SSC/Ig2402(Maintain member records for health
insurance schemes

3. SSC/I9403 (Maintain health care providegcords and
contracts for health insurance schemes)

4. SSC/I8405(Process health insurance claims)
5. SSC/¥409(Coordinate health insurance claims on behg
Applicable NationalOccupational of health care providers) _
Standards KOS) 6. SSEIN9001 (Manage your work_ to meet requirements)
7. SSC/H002 (Work effectively with colleagues )
8. SSC/N90O&Maintain a healthy, safe and secure working
environment
9. SSC/N900#Provide data/infomation in standard
formats)
10. SSC/H005 (Develop your knowledge, skills and
competence)
Optional:
Not Applicable
Performance Criteria As described in the relevaNOS units
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Description

Sector is a conglomeration of different business operations having sir
businesses and interests. It may also be defined distinct subset of the
economy whose components share similar characteristics and intereq

Subsector Subsectoris derivedfrom a further breakdown based on the
characteristics and interests of its components.

Vertical Vertical may exist within a sedector representing different domain
areasor the client industries served by the industry.

Occupation Occupation is a set of job roles, which perform simikldted setof
functions in an industry.

Function Function is an activity necessary for achieving the key purpose of the
sector, occupation, or area of work, which can be carriedoyud person
or a group of persons. Functions are identified through functional
analysis and form the basis of OS.

Subfunctions Subfunctions are sufactivities essential to fulfill the achieving the
objectives of the function.

Job role Job role defines a unique set of functions that together form a unique

employment opportunity in amrganisation

Occupational
Standards (OS)

OS specify the standards of performance an individual must achieve
when carrying out a function in theorkplace, together with the
knowledge and understanding they need to meet that standard
consistently Occupational Standards are applicable both in the Indian
and global contexts.

CP:(:iifec:ir:ance Performance Criteria are statements that togettspecify the standard
of performance required when carrying out a task.

National . . . : .

Occupational NOS are Occupational Standards which apply uniquely in the Indian

Standards (NOS)

context.

Qualifications Pack
Code

Qualifications Pack Code is a unigaterence code that identifies a
qualifications pack.

Qualifications

Quialifications Pack comprises the set of OS, together with the

Pack(QP) educational, training and other criteria required to perfomjobrole. A
Qualifications Pack is assigned a unique qualification pack code.

Unit Code Unit Code is a unique identifier for an OS unit, which caddreted with
SAGKSON 2 NO By Y

Unit Title Unit Title gives a clear overall statement about wtieg incumbent
should be able to do.

Description Description gives a short summary of the unit content. This would be
helpful to anyone searching on a database to verify that this is the
appropriate OS they are looking for.

Scope Scope is the set gtatements specifying the range of variables that an

individual may have to deal with in carrying out the function which hay

a critical impact on the quality of performance required.

N:S:D:C
National

Skill Development
Corporation

Transforming the skill landscape
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Knowledge and
Understanding

Knowledge and Understanding are statemewtsich together specify the
technical, generic, professional andyanisatioml specific knowledge
that an individual needs in order to perform to the required standard.

Organisatioal

Organisatioal Context includes the way tlegganisationis structured

Context and how it operates, including the extent of operative knowledge
managers have of their relevant areas of responsibility.
Technical . . o .
Technical Knowledge is tepecific knowledgaeeded to accomplish
Knowledge

specific designatetesponsibilities.

Core Skills/Generiq
Skills

Core Skills or Generic Skills are a group of skills that are key to learn
and working in today's world. These skills are typically needed in any
work environment. In the context of the OS, these include
communication related skills that are applicable to most job roles.

Helpdesk

Keywords /Terms

Helpdesk is an entity to which the customers will report their IT
problems. IT Service Helpdesk Attendant is responsible for managing
helpdesk.

Description

IT-ITeS Information TechnologyInformation Technology enabled Services
BPM Business Process Management

BPO Business Process Outsourcing

KPO Knowledge Process Outsourcing

LPO Legal Process Outsourcing

IPO Information Proces®utsourcing

BCA Bachelor of Computer Applications

B.Sc. Bachelor of Science

(O Occupational Standard(s)

NOS National Occupational Standard(s)

QP Qualifications Pack

UGC University Grants Commission

MHRD Ministry of Human Resource Development

MoLE Ministry of Labar and Employment

NVEQF National Vocational Education Qualifications Framework
NVQF National Vocational Qualifications Framework

NSQF NationalSkill Qualificatio-ramework

N:S:D:C
National

Skill Development
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Transforming the skill landscape
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National Occupational
Standard

Overview

This unit is about setting up, configuring and updating employer accounts for outsoutwsith
insurance schemes.
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Unit Title Maintain employer accounts
(Task) o

Description This unit is about setting up, configuring and updating employer accounts for
outsourced health insurance schemes.
Scope Thisunit/task covers the following:
Appropriate sources
9 employer account application/amendment forms
installation documents
supporting documentation
service level agreements (SLAS)
sales team
1 account managers
Appropriate people
9 supervisor
9 sales'team
i accountmanagers
1 subject matter.experts
Performance Criteria (PC) w.r.t. the Scope
To be competent, you must be able to:
PC1. check systems to verify whether master records of employer accounts alr
exist
PC2. obtain required data/information fronappropriate sourcesto set up,
configure and update employer accounts
PC3. clarify any issues with the data/information wigtppropriate people
PC4. setup, configure and update employer accounts, following your
2NBl-yAT F GA2yY Q& LINE OSHRetificBenicevidzA R S f
agreements (SLAS)
PC5. check configuration of employer accounts with peers and/or supervisor, 8
required
PC6. obtain confirmation from employers that account details held in their mas|
records are correct
PC7. obtain advice and guidance froappropriate people where required
PC8. O2YLX & G6AGK @2dzNJ 2NBI yAT I GA2yQa |
specific SLAs when maintaining employer accounts

Knowledge and Understanding (K)

Maintain employer accounts

Applicable NOS Uni

= =4 4 =

A. Organizational You need to know and understand:
Context KAL. @ 2dzNJ 2NBI yAT FGA2y Q8 LRt AOASEI LINZ
(Knowledge of the for maintaining employer accounts for outsourced health insurance scher
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Maintain employer accounts

company/
organization and
its processes)

KAZ2.

KA3.
KA4.
KAS.
KAG.

KA7.
KAS.
KA9.
KA10. methods and technigques when working with others

KAL11l.standard tools and templates and how to access and use these
KA12.the importance of checking configuration of employer accounts with other
KA13.the importance of confirming details within master datcords with

KA14.8 2dzNJ 2NBF yAT I GA2yQa LRfAOASE FyR

and your role in relation to these
@ 2 dzNJ 2 NH I yeinb and thob yocxécording aniployer accounts and
how to use these

legislation and regulations relating to maintaining accounts

the importance of complying with required timescales for accounts
data/information required to set up, configure and update doyer accounts
appropriate sources of data/information for employer accounts and how t
access these

who to involve when setting up, configuring and updating employer accol
essential information required to maintain accounts
who to obtain advice anduidance from

appropriate people and how to do this

information on accounts and the importance of complying with these

B. Technical
Knowledge

A. Core Skills/

You need to know and understand:
KB1.

Writing Skills

common issues and discrepancies with employer accounts and how to re
these

Generic Skills

You need to know and understand how to:
SALl. complete accurate well written work with attention to detail
SA2. communicatewith others in writing

Reading Skills

You need to know and understand how to:
SA3. follow guidelines, procedures, rules and service level agreements

Oral Communication (Listening and Speaking skills)

You need to know and understand how to:
SA4. listeneffectively and orally communicate information accurately
SA5. ask for clarification and advice from others

B. Professional Skills

Decision Making

You need to know and understand how to:
SB1. identify anomalies in data
SB2. makeadecision ora suitable course ofction

Plan and Organize

You need to know and understand how to:
SB3. plan and organize your work to achieve targets and deadlines
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Maintain employer accounts

CustomerCentricity

You need to know and understand how to:
SB4. work effectively in a customer facing environment
SB5. deliverconsistent and reliable service to customers
SB6. checkthat your own work meets customer requirements

Problem Solving

You need to know and understand how to:
SB7. refer anomalies to the supervisor
SB8. seek clarification on problems from others

Analytical Thinking

You need to know and understand how to:
SB9. pass on relevant information to others

Critical Thinking

You need to know and understand how to:
SB10.apply balanced judgments to different situations

Attention to Detail

You need to know and understand haou
SB11.check your work is complete and ;@Q from errors

Team Working

You need to know and understand how to:
SB12. work effectively in‘'a team environment
SB13.work independently and collaboratively

C. Technical Skills

You need to know and understand how to:
SC1. useinformation technology effectively to input and/or extract data accurat
SC2." store and retrieve information
SC3. keep up to date with changes, procedures and practices in your role
SC4. identify and.refer anomalies in data

Skill Development




) 11 17es ssc

N 7 NASSCOM
J
SSC/N2401

NOS Version Control

NOS Code

Credits(NSQF)
[OPTIONAL
Industry

Industry Subsector

National Occupational Standards

Maintain employer accounts

GOVERNMENT OF INDIA
MINISTRY OF SKILL DEVELOPMENT
& ENTREPRENEURSHIP

@, A N-S:D*C
National
Skill Development
Corporation

Transforming the skill landscape

TBD

IT-ITeS

Business Process
Management

SSC/12401

Version number
Drafted on

Last reviewed on

Next review date

1.0

30/04/2013

31012015

31/03/2016




\

o/, N:S-D-C
National
Skill Development

. NOS

# IT - ITeS SSC -

o

N NASSCOM Nation: Standards Corporation
J M.N.;;’:ZT'S";,ES_T;:::S:MEM Transforming the skill landscape
SSC/N2402 Maintain member records for health insurance schemes

National Occupational
Standard

Overview

This unit is about setting up, configuring and updating member records for outsourced health
insurance schemes. It includes verifying eligibility of members for enrolmertéalth insurance
schemes either automatically or manually.

10
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Sscid02

Unit Title - _
(Task) Maintain member records for health insurance schemes

f=

D)

8 Description This unit is about setting up, configuring and updating memmbeords for outsourcedg
p health insurance schemes. It includes verifying eligibility of members for enrolme
Q health insurance schemes either automatically or manually.

-% Scope This unit/task covers the following:

o Member.

o 1 employee

o ploy

<

T individual member
Appropriate sources
1 member application/amendment forms
9 supporting documentation
i-service level agreements (SLEAS)
i account managers
Appropriate people
9 supervisor
i account managers
1 _subject matter experts
Verify eligibility
1 automatically
1 manually
Performance Criteria (PC) w.r.t. the Scope
To be competent, you must be able to:
PCL1. check systems to verify whetharemberrecords already exist
PC2. obtain required data/information fronappropriate sourcego set up,
configure and updatenemberrecords
PC3. clarify any issues with the data/information wigtppropriate people
PC4. verify eligibility of applicants to enrol in health insurance schemes and the
level of benefits
PC5. set up, configure and updat@emberNE O2 NR&A X F2ff 24 A Y
procedures, gidelines and clienspecific service level agreements (SLAS)
PC6. check configuration ahemberrecords with peers and/or supervisor, as
required
PC7. obtain confirmation frommembersthat details held in their records are
correct
PC8. obtain advice and guidance froappropriate people where required
PC9. O2YLX & GAGK @2dzNJ 2NBIyAT I GA2y Qa |
specific SLAs when maintaining member records

11
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Knowledge and Understanding (K)

A. Organizational
Context
(Knowledge of the
company/
organization and
its processes)

You need to know and understand:

KAL.

KAZ2.

KA3.

KA4.
KAS.

KAG.
KATY.
KAS.
KAQ.

KA10.the importance of checking configuration of member accounts with otherg
KA11.the importance of confirming record details with members and how to do
KA12.8 2dzNJ 2NBI yAT FdA2yQa LRftAOASA YR

@2dzNJ 2NBFYAT FGA2yQa L2t AOASAT LINZ
maintaining member records for outsourced health insurance schemes ai
your role in relation to these

& 2 dzNJ 2 NB bygtdnis and todsyfoRraaintaining member records and
how to use these

eligibility criteria for health insurance schemes and their associated level
benefits

data/information required to set up, configure and update member record
appropriate sources alata/information member records and how to acces
these

who to involve when setting up, configuring and updating member record
who to obtain advice and guidance from

methods and techniques when working with others

standard tools and templates and how tocess and use these

andthe importance of complying with these

B. Technical
Knowledge

A. Core Skills/

You need to know and understand:

KB1.
KB2.

KB3.

Writing Skills

the importance of verifying eligibility for health insurance schemes
methods and tools to verify eligibility of applicants and the associated lev
benefits

common issues with member records that may need to be clarified and h
to resolve these

Generic Skills

You need to know and understand how to:
SA1l. complete accurate well written work with attention ubetail
SA2. communicate with others in writing

Reading Skills

You need to know and understand how to:
SAS3. follow guidelines, proceduresules and service level agreements

Oral Communication (Listening and Speaking skills)

You need to know and understamow to:
SA4. listen effectively and orally communicate information accurately
SA5. ask for clarification and advice from others

B. Professional Skills

Decision Making

You need to know and understand how to:

12
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SB1. identify anomalies in data
SB2. makeadecision ora suitablecourse of action
Plan and Organize
You need to know and understand how to:
SB3. plan and organize your work to achieve targets and deadlines
CustomerCentricity
You need to know and understand how to:
SB4. carry out rulebased transactions in line thi customerspecific guidelines,
proceduresyules and service level agreements
SB5. work effectively in a customer facing environment
SB6. deliver consistent and reliable service to customers
SB7. checkthat your own work meets customer requirements
SB8. build and maintain psitive and effective relationships with customers
Problem Solving
You need to know and understand how to:
SB9. refer anomalies to the supervisor
SB10.seek clarification.on problems from others
Analytical Thinking
You need to know and understand how 8%/
SB11l.analyze data and activities
SB12.pass on relevant information to others
Critical Thinking
You need to know and understand how to:
SB13.apply balanced judgments to different situations
Attention to Detail
You need to know and understand how to:
SBi4.get your.workchecked by peers
SB15.check your work is complete and free from errors
Team Working
You need to know and understand how to:
SB16. work effectively in a team environment
SB17.work independently and collaboratively

C. Technical Skills | You need to know and understand hoot

SC1. use information technology effectively to input and/or extract data accura
SC2. store and retrieve information

SC3. keep up to date with changes, procedures and practices in your role
SC4. identify and refer anomalies in data

13
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Next review date 31/03/2016
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SSC/N2403 Maintain health care provider records and contracts for health insurance
schemes

National Occupational
Standard

o

Overview

This unit is about setting up, configuring and updating health care provider records and contracts for
outsourced health insurance schemes.
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SSC/N2403Maintain health care provider records and contracts for health insurance
schemes

Unit Code SSC/12403

Unit Title . : :
(Task) Maintain health care provider records ancbntracts for health insurance schemes
Description This unit is about setting up, configuring and updating health care provider recorg
and contracts for outsourced health insurance schemes.
Scope This unit/task covers the following:
Appropriate sources

9 provider application/amendment forms
9 supporting documentation
1 service level agreements (SLAS)
1 account managers
Appropriate people
9. supervisor
i account managers
1 subject matter experts
Performance Criteria (PC) w.r.t. the Scope
To be competentyou’ must-be-able to:
PC1. check systems to verify whether gigyider records already exist
PC2. obtain required data/information fromappropriate sourcego set up,
configure and update provider records
PC3. clarify any issues with the data/information wigtppropriate people
PC4. aSUG dzLJx Q2y FAIdzNB I YR dzLJRIF GS LINE ¢
procedures, guidelines and cliegpecific service level agreements (SLAS)
PC5. LINB LI NB LINPZARSNI O2y (N} Odasz F2ff 4
guidelines and clierspecift service level agreements (SLAS)
PC6. check configuration.of-provider records and contracts with peers and/or
supervisor, as required
PC7. obtain confirmation from providers that details held in their records and
contracts are correct
PC8. chase providers for the returof signed contracts, where required
PC9. obtain advice and guidance froappropriate people where required
PC10.02 YLX & & A (K @& 2 dzNJ, gradd&urgs Aglidelindsand Qlignt |
specific SLAs when maintaining provider records

Knowledge and UnderstandingK)

A. Organizational You need to know and understand:

Context KAL. @ 2dzNJ 2NBI yAT FGA2y Q8 LRt AOASEAI LINZ
(Knowledge of the maintaining health care provider records aoahtracts for outsourced health
company/ insurance schemes and your role in relation to these

KA2. basic legal and regulatory requirements governing contracts

16
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SSC/N2403Maintain health care provider records and contracts for health insurance
schemes
organizatonand | KA3. @ 2dzNJ 2NBI yAT I GA2yQa &deadsSvya yR |
its processes) records/contracts and how to usedie

KA4. data/information required to set up, configure and update healthcare
provider records/contracts

KAS. appropriate sources of data/information for healthcare provider records/
contracts and how to access these

KAG6. who to involve when setting up, configuring anpidating provider records/
contracts

KA7. how to prepare healthcare provider contracts

KA8. how to set up, configure and update healthcare provider records

KA9. the importance of checking configuration of provider accounts and contra
with others

KA10.2 2 dzNJ 2 NB | iddlines ahd foyocbs fordmmunicating with
healthcare providers

KA11. procedures and techniques used for confirming record/contract details wi
providers and implications for your organization if this is not done

KA12.8 2 dzNJ 2 NB I yAT I A 2y Qa@r rdciding, StdriSgiandl-slyafng
records and the importance of complying with these

KA13.your organization's customer service standards and the importance of
complying with these

KA14.who to obtain advice and guidance from

KA15. methods and techniques when working witthers

KA16. standard tools and templates available and how to access and use these

B. Technical You need to know and understand:
Knowledge KB1. common issues with provider records/contracts that may need to be clarif

and how to resolve these
KB2. proceduredor obtaining signed contracts from healthcare providers
KB3. what to do when contracts have not been returned
A. Core Skills/ Writing Skills
Generic Skills You need to know and understand how to:

SAl. complete accurate well written work witattention to detail

SA2. communicate with others in writing
Reading Skills
You need to know and understand how to:

SA3. follow guidelines proceduresrules and service level agreements
Oral Communication (Listening and Speaking skills)
You need to know andnderstand how to:

SAA4. listen effectively and orally communicate information accurately

17
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éSC/N2403Maintain health care provider records and contracts for health insurance
schemes

SA5. ask for clarification and advice from others

B. Professional Skill§ Decision Making
You need to know and understand how to:
SB1. identify anomalies in data
SB2. makeadecision orasuitable course of action
Plan and Organize
You need to know and understand how to:
SB3. plan and organize your work to achieve targets and deadlines
CustomerCentricity
You need to know and understand how to:
SB4. carry out rulebased transactions in lingith customerspecific guidelines,
proceduresyules and service level agreements
SB5. . work-effectively in.a.customer facing environment
SB6. deliver consistent and reliable service to customers
SB7. checkthat your 'own work meets customer requirements
SB8. build andmaintain paositive and effective relationships with customers
Problem Solving
You need to know and understand how t0:#
SB9.- refer anomalies to the supervisor
SB10.seek clarification on problems from others
Analytical Thinking
You need to know and understahdw to:
SB1ll.analyze data and activities
SB12.pass on relevant information to others
Critical Thinking
You need to know and understand how to:
SB13.apply balanced judgments to different situations
Attention to Detail
You need to know and understand how to:
SB14.getyour work checked by peers
SB15.check your work is complete and free from errors
Team Working
You need to know and understand how to:
SB16.work effectively in a team environment
SB17.work independently and collaboratively

C. Technical Skills | You need to know andnderstand how to:
SC1. use information technology effectively to input and/or extract data accura
SC2. store and retrieve information

18
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SC3. keep up to date with changes, procedures and practices in your role
SC4. identify and refer anomalies in data
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Overview

This unit is about making payments to vendors apdrsonnel/employees following approval of
invoices and travel and expenses claims, as part of an outsourced finance and accounting process.
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Unit Title : ;
Process health insurance claims
(Task)

Description This unit is about processing claims on behalf of health insurers.
Scope This unit/task covers the following:
Appropriate people
9 supervisor
9 subject matter experts
Appropriate sources
M claim forms
9 supporting documents
Performance Criteria (PC) w.r.t. the Scope
To be competent, you must be able to:
PC1. ‘check systems to verify whether claims have already been received and
recorded
PC2. SYGSNJ RILGEFE FTNRBY Of FAY F2N¥a Ayi?2
2 NB | vy A ‘procédirésygdidelines and cliespecific service level
agreements (SLAS)
PC3. obtain advice and guidance froappriate people where required
PC4. complywith® 2 dzNJ 2 NBI yAT LGAZ2y Qa L2t AOAS
specific SLAs when processing health insurance claims

Knowledge and Understanding (K)

A. Organizational You need to knovand understand:

Context KAL. 22 dzNJ 2NBIF yAT F A2y Qa LRt AOASAI LINE
(Knowledge of the processing claims on behalf of health insurers, yogr rolein applyingto
company/ these

organization and KA2. basic legal andegulatory requirements governirigsurance claims
itsprocesses) KA3. yourorg YAl | l:lf\Z)/Qé. aeaasSvasz Gz22fa Fy

managing health insurance claims and how to use these

KA4. required data/information from claim forms that needs to be entered into
82dzNJ 2NBIF yAT I GA2yQa aeaiasSvya

KAS5. typical timescales for dealingithr claimsand the importance of complying
with these

KAG6. how to identify and actiosigns of fraud in a claim

KA7. @ 2 dzNJ 2 NB | y A lahdiprocdda@sifor telbofdihgiphin§and sharing
records andhe importance of complying with thee

KA8. your organization's customer service standaatsl the importance of
complying with these

KA9. who to obtain advicend guidance from

KA10. methods and techniquegsedwhen working with others

22



P i

V1T - 1Tes ssc NSO K—Ek.j;’.f l
N NASSCOM National Occupational Standards Corporation”
J M.N.s-?xii"s"ﬁfﬂf;f,ﬁﬂ:mw Transforming the skill landscape
SSC/N2405 Process health insurance claims
KA11. standard tools and templates available and how to access and use these
B. Technical You need to know and understand:
Knowledge KB1. the importance of verifying whether claims have already been received

KB2. different types of claims and how to deal with these
A. Core Skills/ Writing Skills
Generic Skills You needo know and understand how to:
SAl. complete accurate well written work with attention to detail
SA2. communicate with others in writing
Reading Skills
You need to know and understand how to:
SA3. follow guidelines, proceduresules and service level agreements
Oral Communication (Listening and Speaking skills)
You need to know and understand how to:
SA4. listen effectively and orally communicate information accurately
SAS5. ask for clarification and advice from others
B. Professional Skill§ Decision Making
You need tknow and understand how to:, —
SB1. identify anomalies in data
Plan and Organize
You need to know and understand how to:
SB2. plan and organize your work to achieve targetsiand deadlines
CustomerCentricity
You need to know and understand how to:
SB3." carry outrule-based transactions in line thi custometspecific guidelines,
proceduresyules and service level agreements
SB4.work' effectively in a customer facing environment
SB5. deliver consistent and reliable service to customers
SB6. checkthat your own and/or your peers ark meets customer requirements
Problem Solving
You need to know and understand how to:
SB7. refer anomalies to the supervisor
SB8. seek clarification on problems from others
Analytical Thinking
You need to know and understand how to:
SB9. pass on relevannhformation to others
Critical Thinking
You need to know and understand how to:
SB10.apply balanced judgments to different situations
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Attention to Detail

You need to know and understand how to:
SB11.check your work is complete and free from errors

TeamWorking

You need to know and understand how to:
SB12. contribute to the quality of team working
SB13.work effectively in a team environment

C. Technical Skills

You need to know and understand how to:
SC1.
SC2.
SC3.
SCaA.

use information technology effectively to input and/or extract dataxurately
identify and refer anomalies in data

store and retrieve information

keep up to date with changes, procedures and practices in your role
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Overview

This unit is about completing, submitting and ensuring payment of health insurance claims on behalf
of healthcare providers.
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Unit Title
(Ta:sk)l Coordinate health insurance claims on behalf of healthcareviders

Description This unit is about completing, submitting and ensuring payment of health insuran
claimson behalf of healthcare providers.
Scope This unit/task covers the following:
Data/information:
9 patient details
policyholder details
providername
dates of service
place of service
1 ICD/CPT/HCPCS codes
Appropriate sources
i patient records
9. policy’documents
9 providers
Appropriate people
9_.supervisor
i subject matter experts
Performance Criteria (PC) w.r.t. the Scope
N To be competent, you must l@ble to:
PC1. obtain requireddatal/information for health insurance claims from
appropriate sources
PC2. validate the accuracy and completeness of data/information
PC3. verify eligibility of claims against policy documents
PC4. analyze-explanation of benefits (EoB) documeiotato determineamounts
to be claimed
PC5. enterclamsoni 2 o0Aff Ay3a aeadasSvyazx T2ftft25
guidelines and clierspecific service level agreements (SLAS)
PC6. O2YLX SGS Of LAY FT2NX¥a& Ay fAYS GAGH
PC7. respond to aieries from patients, policyholders and health insurers in line
with SLAs
PC8. monitor payments from health insurers and take action in case of delays
LI @YSyidz Ay ftAYS 6AGK &2dzNJ 2NABI-Y)
specific service level agreemsr(SLAS)
PC9. apply payments to relevant claims in billing systems
PC10.obtain advice and guidance froappropriate people where required
PC11.02YLX & G6AGK @&2dzNJ 2NBI yAT I GA2yQa |

Applicable NOS Uni

= =4 4 =
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specific SLAs when coordinating health insuranaiens

Knowledge and Understanding (K)
A. Organizational You need to know and understand:

Context KAL. @ 2dzNJ 2NBIF yAT FGA2yQa LRt AOASAI LINE
(Knowledge of the coordinatinghealth insurance claims on behalf of health care providers an
company/ your role in relation to these

organizationand KA2. & 2 dzNJ 2N.H|‘)/7\i I GAQYQé aeaisSvya IYR (

coordinate health insurance claims

enter claims for billing purposes

monitor payments from healtmisurers

post payments against claims

KA3. appropriate sources of data/information required for health insurance clai
and how to access these

KA4. how to check data/information is accurate and complete and how to resol
inaccuracies and gaps

KA5. essential informatiorequired for health insurance claims

KA6. KSI f 0K AYyadZNENEQ NBIldANBYSyida F2I

KA7. eligibility criteria and level of benefits for health insurance schemes

KA8. agreed timescales for payment and what to do if payments are late

KA9. @ 2 dzNJ 2 NB I Yy Al laidyddglies fol ddBmOrficatiagSadth
patients, policyholders and health insurers

KA10.who to obtain advice and guidance from

KA11.your organization's customer service standards and the importance of
complying with these

KA12.the importance of confidentiality and datarotection and the impact on your
organization if these are not complied with

KA13. methods and technigues when working with others

KA14. standard tools and templates and how to access and use these

B. Technical You need to know and understand:
Knowledge KB1. common issues and discrepancies with health insurance claims and how

resolve these
KB2. methods and tools to verify eligibility of claims
KB3. how to determine the amount of claims using explanation of benefits (Eof
documentation
KB4. common queries from patientpolicy holders and health insurers and how
respond to these
A. Core SKills/ Writing Skills
Generic Skills You need to know and understand how to:
SAl. complete accurate well written work with attention to detail

)

its processes)

= =4 A
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SA2. communicate with others imriting
Reading Skills
You need to know and understand how to:
SAS. follow instructions, guidelines, procedures, rules and service level agreem
Oral Communication (Listening and Speaking skills)
You need to know and understand how to:
SA4. listeneffectively and orally communicate information accurately
SAbL. ask for clarification and advice from others

B. Professional Skill§ Decision Making
You need to know and understand how to:
SB1. identify anomalies in data
SB2. follow rule-based decisiommaking processes
SB3. makeadecision orasuitable course of action
Plan and Organize
You need to know and understand how to:
SB4. plan and organize your work to achieve targets and deadlines
CustomerCentricity
You need to know and understand how tg=
SB5. carry out rulebasedtransactions intfe with customespecific guidelines,
procedures, rules and service level agreements
SB6. checkthat your own work meets customer requirements
SB7. deliver consistent and reliable service to customers
SB8. waork effectively in a customer facing enviroant
Problem Solving
You need-to know and understand how to:
SB9. refer anomalies to the supervisor
SB10.apply problemsolving approaches in different situations
SB11.seek clarification on problems from others
Analytical Thinking
You need to know and understahow to:
SB12.analyze data and activities
SB13.pass on relevant information to others
Critical Thinking
You need to know and understand how to:
SB14.apply balanced judgments to different situations
Attention to Detail
You need to know and understand how to:
SB15.check your work is complete and free from errors
Team Working
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You need to know and understand how to:
SB16. work effectively in a team environment
SB17.work independently and collaboratively

C. Technical Skills | You need to know and understand how to:

SC1. useinformation technology effectively to input and/or extract data accurat
SC2. identify and refer anomalies in data

SC3. store and retrieve information

SC4. keep up to date with changes, procedures and practices in your role
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National Occupational
Standard

Overview

This unit is about planning and organizing your work in order to complete it to the required standards
on time
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Unit Title Manage your work to meetequirements
(Task) =) ’

Description This unit is about planning and organizing your work in order to complete it to the
required standards on time
Scope This unit/task covers the following:

Work requirements
9 activities (what you are required to do)
9 deliverablegthe outputs of your work)
9 quantity (the volume of work you are expected to complete)
9 standards (what is acceptable performance, including compliance with Servi
Level Agreements)
9 timing (when your work needs to be completed)
Appropriate people
i line manager
9 the person requesting the work
9 members of the team/department
9 members from other teams/departments
Resources
9--equipment
.<«materials
i information
Performance Criteria (PC) w.r.t. the Scope

To be competent on the job, you must be able to:

PC1. establish and agree yowork requirementswith appropriate people
PC2. keep your immediate work area clean and tidy

PC3. utilize your time effectively

PC4. useresourcescorrectly and efficiently

PCS5._treat confidential.information correctly

PC6. 62N ~Ay fAYS GAGK &2dz2NJ 2NBF yAT I (7
PC7. work within the limits of your job role

PC8. obtain guidance fronappropriate people where necessary
PC9. ensure your work meets the agreeequirements
Knowledge and Understanding (K)

A. Organizational You need to know and understand:

=
2
1))
@)
Z
@
g
@©
=
f=1
Q
<

Context KAL. @ 2dzNJ 2NBI yAT I GA2yQa LRt AOASAI LINZ
(Knowledge of the and your role and responsibilities in carrying out yauark

company/ KA2. limits of your responsibilities and when to involve others

organization and KA3. your specific work requirements and who these must be agreed with

its processes) KA4. the importance of having a tidy work area and how to do this

KA5. how to prioritize your workload according to urgency and impocgaand the
benefits of this
KA6. @ 2dzNJ 2NBI yAT FdA2yQa LRftAOASA YR
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information and the importance of complying with these

KA7. the purpose of keeping others updated with the progress of your work

KA8. who to obtain guidance frorand the typical circumstances when this may
required

KA9. the purpose and value of being flexible and adapting work plans to reflec
change

B. Technical
Knowledge

A. Core Skills/

You need to know and understand:

KB1. the importance of completing work accurately ahow to do this

KB2. appropriate timescales for completing your work and the implications of n
meeting these for you and the organization

KB3. resources needed for your work and how to obtain and use these

Writing Skills

Generic Skills

You-need to'know and understand-how-to:
SA1.” complete accurate work with attention to detail

Reading Skills

You need to know and understand how to:
SA2. read instructions, guidelines, prochJres, rules and service level agreems

Oral Communicatior{Listening and Speakihg skills)

You need to know and understand how to:
SA3. ask for clarification and advice from line managers
SA4. communicate orally with colleagues

B. Professional Skills

Decision Making

You need to know and understand how to:
SB1. makeadecision orasuitable course of action

Plan and Organize

You need to know and understand how to:
SB2. plan and organize your work to achieve targets and deadlines
SB3. agree objectives and work requirements

CustomerCentricity

You need to know andnderstand how to:
SB4. deliver consistent and reliable service to customers
SB5. checkthat your own work meets customer requirements

Problem Solving

You need to know and understand how to:
SB6. refer anomalies to the line manager
SB7. seek clarification on problenfsom others

Analytical Thinking

You need to know and understand how to:
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SB8. provide relevant information to others
SB9. analyze needs, requirements and dependencies in order to meet your wo
requirements

Critical Thinking

You need to know andnderstand how to:
SB10.apply judgments to different situations

Attention to Detail

You need to know and understand how to:
SB11.check your work is complete and free from errors
SB12.get your work checked by peers

Team Working

You need to know and understand hao
SB13. work effectively in a team environment

C. Technical Skills

You need to know and understand how to:
SC1. use information technology effectively, to input and/or extract data
accurately
SC2. identify and refer. anomalies in data
SC3. store and retrieve information
SC4. keep upto date with changes,

dures and'practices in your role
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SSC/N9002 Work effectively with colleagues

National Occupational
Standard

Overview

Thisunit is about working effectively with colleagues, either in your own work group or in other work
groups within your organization.
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1 line manager

1 members of your own work group

1 people in other work groups iyour organization
Communicate

9 faceto-face

1 by telephone

9. in-writing
Performance Criteria (PC) w.r.t. the Scope
To be;.competent, you must be able to:

PC1. communicate withcolleaguesclearly, concisely and accurately

PC2. work with colleaguedo integrate your work effectively with them

PC3. pass on essential information twljggguesn line with organizational
requirements '

PC4. work in ways that show respect foolleagues

PC5. carry out commitments you have made ¢olleagues

PC6. let colleaguesknow in good time if you cannot carry out your commitments
explaining the reasons

PC7. identify any problemsyou have working witblleaguesand take the
initiative to solve these problems

PC8. F2fft2¢ (GKS 2NHI YyAT A2y Qa Llollehgdés

Knowledge and Understanding (K)

A. Organizational You need to know and understand:

\- NASSCOM MIN'S‘E%EEEEE&;‘EEE%EEMENT Transforming the skill landscape
J
SSC/N9002 Work effectively with colleagues
Unit Code SSC/N9002
[= Unit Title . :
D (Task) Work effectively with colleagues
N Description This unit isabout working effectively with colleagues, either in your own work grou
@)
pa or in other work groups within your organization.
@ Scope This unit/task covers the following:
Q Colleagues
© gu
2
Q
o
<

7.

Context KAL. @ 2dzNJ 2NBI yAT I GA2yQa LRftAOASA | YR
(Knowledge of the your role andresponsibilities in relation to this

company/ KA2. the importance of effective communication and establishing good working
organization and relationships with colleagues

its processes) KA3. different methods of communication and the circumstances in which it is

appropriate to use these
KA4. benefits of developig productive working relationships with colleagues
KA5. the importance of creating an environment of trust and mutual respect in
environment where you have no authority over those you are working wit
KAG6. where you do not meet your commitments, the implicatsothis will have on
individuals and the organization
B. Technical You need to know and understand:
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Knowledge KB1. different types of information that colleagues might need and the importa

A. Core Skills/

of providing this information when it is required
KB2. theA YL NI I yOS 2F dzyRSNEGI yYRAY 3 LINE
and how to provide support, where necessary, to resolve these

Writing Skills

Generic Skills

You need to know and understand how to:
SAl. complete accuratewell written work with attention to detail
SA2. communicate effectively with colleagues in writing

Reading Skills

You need to know and understand how to:
SAS. read instructions, guidelines, procedures, rules and service level agreemse

Oral Communicatior{Listening and Speaking skills)

You need to know and understand how to:
SA4 . listen effectively and orally communicate information accurately
SAb5. ask for clarification and advice from line managers

B. Professional Skills

Decision Making

You need to know andnderstand how to: (s
SB1.- makeadecision ora suitable-course of action

Plan and Organize

You need to know and understand how to:
SB2. planand organize your work to achieve targets and deadlines

CustomerCentricity

You need to know and understand how to:
SB3. checkthat your own work meets customer requirements
SB4. deliver consistent and-reliable service to customers

Problem Solving

You need to know and understand how to:
SB5. apply problem solving approaches in different situations

Critical Thinking

You needo know and understand how to:
SB6. apply balanced judgments to different situations

Attention to Detail

You need to know and understand how to:
SB7. check your work is complete and free from errors
SB8. get your work checked by peers

Team Working

You need tknow and understand how to:
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SB9. work effectively in a team environment
SB10.work effectively with colleagues and other teams
SB11.treat other cultures with respect

C. Technical Skills | You need to know and understand how to:

SC1. identify and refer anomalies

SC2. help reachagreements with colleagues

SC3. keep up to date with changes, procedures and practices in your role
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National Occupational
Standard

Overview
This unit is about monitoring the working environment and making sure it meets requirements for

health, safety and security.
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Unit Code SSC/N9003

Unit Title . , .
Maintain a healthy, safe and secure workirenvironment

Description This unit is about monitoring your working environment and making sure it meets
requirements for health, safety and security
Scope This unit/task covers the following:

Emergency procedures
9 illness
9 accidents
1 fires
1 other reasongo evacuate the premises
9 breaches of security
Performance Criteria (PC) w.r.t. the Scope
To be competent, you must:be able'to:
PCl. O2 YL & - gAUGK &2dzNJ 2NBI yAT FGA2yQa (
and procedures
PC2. report any identified breaches in health, safety, and security policies and
procedures to the designated person
PC3. identify and correct any hazards {8y’ you can deal with safely, competent
and within the limits of your-authority
PC4. report any hazards that yoare not competent to deal with to the relevant
person in line with organizational procedures-and warn other people who
may be affected
PC5. F2t f 246 @& 2 dzNémerydady pracedurépkogpfly) dalmly, and
efficiently
PC6. identify and recommend opportunitgefor improving health, safety, and
security to the designated person
PC7. complete any health and safety-records-legibly and accurately

Knowledge and Understanding (K)

A. Organizational Youneed to know and understand:

Context KAL. £ S3Aatl dABS NBIldZANBYSyia FyR 2NHI
(Knowledge of the security and your role and responsibilities in relation to this

company/ KA2. what is meant by a hazard, including the different typeseglth and safety
organization and hazara that can be found in the workplace

its processes) KA3. how and when to report hazards

KA4. limits of your responsibility for dealing with hazards

KA5. & 2 dzNJ 2 NB emeigéntyiprocdda@dor different emergency
situations and the importance of following these

KAG6. the importance ofmaintaining high standards of health, safety and security

KA7. implications that anynon-compliance with health, safety and security may
have on individuals and the organization
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B. Technical You need to know and understand:

Knowledge KB1. different types of breaches in health, safety and security and how and wh

to report these

KB2. evacuation procedures for workers and visitors

KB3. how to summon medical assistance and the emergency services, where
necessary

KB4. how to use the health, safety and aceit reporting procedures and the
importance of these

KB5. government agencies in the areas of safety, health and security and their
norms and services

A. Core Skills/ Writing Skills
Generic Skills You need to know and understand how to:
SAL.-completeaccurate, well written work with-attention to detail
Reading Skills

You need to know and understand how to:
SA2. read instructions, ‘guidelines; procedures, rules and service level agreeme
Oral Communication (Listening and Speaking skills)
You need tcknow and understand how to\%)
SA3. listen effectively and orally communicate information accurately
B. Professional Skill§ Decision Making
You need to know and understandhow to:
SB1. makeadecision orasuitable course of action
Plan and Organize
You needo know and understand how to:
SB2. plan and organize your work to meet health, safety and security requirem
CustomerCentricity
You need to know and understand how to:
SB3. build and maintain positive and effective relationships with colleagues ang
customers
Problem Solving
You need to know and understand how to:
SB4. apply problem solving approaches in different situations
Analytical Thinking
You need to know and understand how to:
SB5. analyze data and activities
Critical Thinking
You need tknow and understand how to:
SB6. apply balanced judgments to different situations

44



£
"5 IT - 1TeS SSC

P

@, A N-S=D*C
National
Skill Development
Corporation

NG A

\. NASSCOM Hﬂgjtﬁ@n;}” nd “tandarjg GOVERNMENT OF INDIA

MINISTRY OF SKILL DEVELOPMENT Transforming the skill landscape
J . . . . & ENTREPRENEURSHIP
SSC/N9003 Maintain a healthy, safe and secure working environment

Attention to Detail

You need to know and understand how to:
SB7. check your work is complete and free from errors
SB8. get your work checked by peers

Team Working

You need to knovand understand how to:
SB9. work effectively in a team environment

C. Technical Skills

You need to know and understand how to:
SC1. identify and refer anomalies
SC2. help reach agreements with colleagues
SC3. keep up to date with changes, procedures and practices in your role
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Overview
This unit is about providing specified data/information related to your work in templates or other

standard formats
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Unit Title
Provide data/information in standard formats
(Task)

Description This unit is abouproviding specified data/information related to your work in
templates or other standard formats.
Scope This unit/task covers the following:
Appropriate people
9 line manager
1 members of your own work group
1 people in other work groups in your organization
1 subject matter experts
Data/information:
1 quantitative
I--qualitative
Sources
1 within"your organization
i outside your organization
Faormats
9 _paperbased
i electronic
Performance Criteria (PC) w.r.t. the Scope
To be competent, you must be able to:
PC1. establish and agree withppropriate peoplethe data/information you need
to provide, theformatsin which you need to provide it, and when you neeq
toprovide it
PC2. obtain thedata/information. from reliablesources
PC3. check that-thedata/information is accurate, complete and tip-date
PC4. obtain advice or guidance froappropriate peoplewhere there are
problems with thedata/information
PC5. carry out rulebased analysis of theata/information, if required
PC6. insert thedata/information into the agreedormats
PC7. check the accuracy of your work, involving colleagues where required
PC8. report any unresolved anomalies in thata/information to appropriate
people
PC9. provide complete, accurate and «#p-date data/information to the
appropriate peoplein the requiredformats on time

Knowledge and Understanding (K)

A. Organizational You need to know and understand:
Context KAL. @ 2dzNJ 2 NBIF yAT FGA2y Q&8 LINRPOSRdAzNBaA |y

Applicable NOS Uni
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(Knowledge of the in standardformats and your role and responsibilities in relation to this
company/ KA2. the knowledge management culture of your organization
organizationand | KA3. @ 2dzNJ 2NBF yAT I GA2yQa LRftAOASE YR
its processes) information and the importance of complying with these

KA4. the importarce of validating data/information before use and how to do th

KAS5. procedures for updating data in appropriate formats and with proper
validation

KA6. the purpose of the CRM database

KA7. how to use the CRM database to record and extract information

KA8. the importance ohaving your data/information reviewed by others

KA9. the scope of any data/information requirements including the level of det
required

KA10.the importance of keeping within the scope of work and adhering to
timescales

B. Technical You needo know and understand:
Knowledge KB1. data/information you may need to provide including the sources and how

do this

KB2. templates and formats used for data/information including their purpose
how to use these

KB3. different techniques used to obtain data/information @mow to apply

KB4. these

KB5. how to carry out rulebased analysis on the data/information

KB6. typical anomalies that may occur in data/information

KB7. who to go to in the event of inaccurate data/information and how to repor

this
A. Core Skills/ Writing Skills
Generic Skills You need to know and understand how to:
SAl. complete accurate, well written work with attention to detail
Reading Skills

You need to know and understand how to:
SA2. read instructions, guidelines, procedures, rules and service égreements
Oral Communication (Listening and Speaking skills)
You need to know and understand how to:
SA3. listen effectively and orally communicate information accurately
B. Professional Skill§ Decision Making
You need to know and understand how to:
SB1. follow rule-based decisiommaking processes
SB2. makeadecision orasuitable course of action
Plan and Organize
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You need to know and understand how to:
SB3. plan and organize your work to achieve targets and deadlines
CustomerCentricity
You need to knovand understand how to:
SB4. checkthat your own work meets customer requirements
SB5. meet and exceed customer expectations
Problem Solving
You need to know and understand how to:
SB6. apply problem solving approaches in different situations
Analytical Thinking
You need to know and understand how to:
SB7. configure data and disseminate relevant information to others
Critical Thinking
You need to know and understand how to:
SB8. apply balanced judgments to different situations
Attention to Detail
You need to knovand understand how to:
SB9. check your work is complete and
SB10.get your wark checked by peers
Team Working
You need to know and understand how to:
SB11.work effectively in a team environment

ee from errors

<3

C. Technical Skills | You need to know and understand hoot

SC1. use information technology effectively, to input and/or extract data
accurately

SC2. validate and update data

SC3. identify and.refer anomalies in data

SC4. store and retrieve information

SC5. share information using standard formats and templates

SC6. keep up to date witithanges, procedures and practices in your role
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Overview

This unit is aboutaking action to ensure you have the knowledge and skills you need to perform
competently in your current job role and to take on new responsibilities, where required.
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CllELilLs Develop your knowledgeskills and competence
(Task) py ges p

Description This unit is about taking action to ensure you have the knowledge and skills you
to perform competently in your current job role and to take on new responsibilitie
where required.
Competencés defined as: the application of knowledge and skills to perform to thg
standards required.
Scope This unit/task covers the following:
Appropriate peoplemay be:
9 line manager
9 human resources specialists
9 learning and development specialists
1 peers
Jobrole:
9 current responsibilities as defined in your job description
i possible future responsibilities
Learning and development activities
1 formal education and training programs, leading to certification
9 nonsformal activities (such as private study;:learnirgn colleagues, project
work), designed to meet learning and development objectives but without
certification
Appropriate actionmay be:
1 undertaking further learning and development activities
9 finding further opportunities to apply your knowledge and Iskil
To be competent, you must be able to:
PC1. obtain advice and guidance froappropriate peopleto develop your
knowledge, skills and competence
PC2. identify accurately the knowledge and skills you need for yolirole
PC3. identify accurately your current level of knowledge, skills and competence
and any learning and development needs
PC4. agree withappropriate peoplea plan oflearning and development activities
to address your learning needs
PC5. undertakelearning and develoment activitiesin line with your plan
PC6. apply your new knowledge and skills in the workplace, under supervision
PC7. obtain feedback fronappropriate peopleon your knowledge and skills and
how effectively you apply them
PC8. review your knowledge, skills and compete regularly and takappropriate
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