Position: Card Production officer
Division: Operation Division
Locations: Regional Office Karachi

Required Qualification & Experience:

Minimum graduate/ preferably Master's degree with minimum 4 Years to 5 years of relevant experience.

Main Duties & Responsibilities:

process ATM Card applications and card printing.

Process Internet Banking applications.

Feeding the customer information in card production software.

Carry out day to day ATM Card maintenance (renewals, customer information amendments etc.) «
Responsible for ensuring and reconciliation of ATM Card Stock and related production material.
Assist branch staff to send complete ATM card application form.

Ensure proper and timely follow-up on Branch and Customers requests for any new Application,
Replacement or duplicate ATM Card Processing.

Liaise with Courier Company for ATM Card delivery and inquiries.

Maintain reports of daily ATM Card production and batch delivery sheets and MIS.

Follow all relevant operational & risk procedures and instructions so that work is carried out in a controlled
and consistent manner.

Standard filing of daily and monthly reports.

Any other job assigned by the Line Manger/Divisional Head.
Ensure time by Submission of data/reports required by line manager/RO/HO.



