Position: Officer Printing Stationery
Division: Operation Division
Locations: Regional Office Karachi

Required Qualification & Experience:

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

Position Summary:
To manage the procurement, storage, inventory, issuance, and distribution of stationery and related operational
materials to bank branches and departments, ensuring uninterrupted availability and proper inventory control.

Key Responsibilities:

Maintain centralized inventory of stationery and operational supplies.

Receive, inspect, and record stationery received from vendors.

Process stationery requisitions received from branches and departments.

Issue and distribute stationery according to approved requests and established limits.

Maintain accurate stock records in the relevant system/registers.

Monitor minimum and maximum stock levels and initiate replenishment when required.
Coordinate with Procurement, vendors, branches, and internal departments regarding stationery
requirements.

Prepare purchase/replenishment requests and follow up on pending orders.

Conduct periodic physical stock counts and reconcile physical stock with system records.
Investigate and report discrepancies, shortages, damages, or obsolete stock.

Ensure proper storage, security, and preservation of stationery items.

Maintain records of stationery consumption, issuance, receipts, and stock balances.

Prepare periodic inventory and consumption reports for management.

Ensure compliance with bank policies, internal controls, audit requirements, and applicable procedures.
Support internal and external audits by providing relevant records and documentation.

Identify opportunities to reduce wastage and improve stationery inventory efficiency.

Perform other duties assigned by the Line Manager.



