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Position:

Officer, Merchant Acquiring
Job Number:

QARRETCAD007
Entity: 


Cards – Retail Banking
Direct Supervisor:
Head of Merchant Acquiring
Approved By: _______________________________________ Dated: ________________
Job Purpose Summary:

The incumbent will be primarily responsible for performing daily merchant acquiring transactions with an objective to maximize profits. The incumbent will also assist Head of Merchant Acquiring to develop and enhance relationships with merchants and gain loyalty.

Essential Duties & Responsibilities by Dimensions:

A. Shareholder & Financial:

· Assist the Head of Merchant Acquiring in developing and implementing strategies and plans to achieve pre-agreed volume and revenue/ profit targets for the merchant acquiring business.

· Analyze the merchants available in the market to identify and recommend potential targets with whom to cultivate business relationships to the Head of Merchant Acquiring, including an assessment of proposed tie-ups with internet-based merchants (for online transactions). Also review the existing merchant relationships to identify and recommend to the Head of Merchant Acquiring those merchants with whom business should be expanded and those with whom existing relationships should be discontinued. 

· Monitor merchant transactions/ volume and assist the Head of Merchant Acquiring in formulating appropriate merchant retention strategies to minimize attrition.
B. Customer (Internal & External):

· Add Merchant installation request thru Magic System and forward the installation request to EBD.

· Verify all documentation received from Merchant (including Merchant Agreement) is as per Banks requirement and agreement is signed and stamped.

· provide quality service to all merchants with respect to the initial POS machines installation and subsequent maintenance thereof.

· Liaise with the personnel responsible for procurement & tendering services in Group Infrastructure to ensure availability of adequate and timely supply of POS machines at all times.

C. Internal (Processes, Products, Regulatory):

· Implement approved targeted merchant campaigns to increase merchant acceptance of QNB cards.

· Follow the prescribed/ existing processes for all merchant related activities including but not limited to POS terminal set-up and activation including testing thereof, updating of merchant information on timely basis, handling/ processing of acquirer charge backs etc.

· Obtain adequate documentation in line with applicable KYC regulations at the time of new merchant sign-ups to ensure compliance with regulatory requirements.

· Compile relevant MIS reports for provision of merchant related statistics to the Head of Merchant Acquiring for his review and onward submission, as and when applicable.

D. Learning & Knowledge:

· Possess working knowledge of the merchant acquiring business including but not limited to the required merchant documentation to be obtained, merchant charge back rules etc., together with knowledge of the related operations and control.
E. Other:

· Ensure high standards of confidentiality to safeguard commercially sensitive information.
Education/Experience Requirements:

· 3 years banking experience in the related field with a major banking institution.

· Bachelor’s degree.
· Familiar with merchant acquiring business practices including awareness of the related chargeback rules and regulations.

Required Special Skills:

· Good oral and written communication skills in English and Arabic (preferred). 
· Results oriented.

· Good interactive skills to foster lasting relationships with merchants.

Operating Environment/ Location:

· The referenced position will be based in Qatar and will involve liaison with the support functions at HO.

· Will entail regular visits to merchant locations.
Framework and Boundaries:
· Group’s overall strategic plan.
· Budgetary/ scorecard targets.
· Applicable policies and procedures.
· Relevant regulatory pronouncements of the applicable local and international regulators and related best practices.
· Delegated authorities as per the delegation of authority structure.
Communications and Working Relationships:

· Personnel responsible for procurement & tendering services within Group Infrastructure.
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