Position: Officer AC Opening
Division: Operation Division
Locations: Regional Office Karachi

Required Qualification & Experience:

Minimum graduate/ preferably Master's degree with minimum 3-5 years of relevant experience in Bank.

Position Summary:

An Account Opening Officer (often in a Centralized Processing Unit or branch) manages the end-to-end
process of opening new customer accounts, ensuring strict compliance with KYC/AML regulations and bank
policies. Key responsibilities include verifying documentation, data entry, account maintenance, and meeting
turn-around-times (TAT). It requires strong attention to detail, regulatory knowledge, and customer service
skills.

Key Responsibilities:

Account Processing: Review and scrutinize account opening forms (individual/corporate) and documents for
accuracy.

Compliance & Risk: Ensure adherence to SBP (State Bank of Pakistan) regulations, Internal KYC/AML
policies, and due diligence requirements.

Verifying customer information and documentation

Account Maintenance: Handle account activation, maintenance, modifications, and closures.

Data Management: Accurate data entry into the core banking system and timely submission of reports to
management.

Coordinating with branches for missing or incorrect information

Customer Service: Address customer inquiries regarding account status and required documentation.
Support & Coordination: Liaise with branches, relationship managers, and internal departments to resolve
discrepancies.

Digital Onboarding: Process applications received through digital portals.

Any other job assigned by the Line Manger/Divisional Head.



