Account Manager, Debit Card
Title of the Position
Account Manager
Department

Debit Card
Reports to

Operations Manager, Executive Manager and Vice President of Debit Card
Company Description

JNR Incorporated is an internationally recognized leader in the incentive marketing, performance, meeting, conventions, and specialty events arenas.  Located in Irvine, California and founded in 1980, our organization is built on the belief that exceptional clients deserve exceptional service.  Our clients include Fortune 500 organizations within the automotive, high-tech, manufacturing, insurance, and wholesale food industries.

Overall Responsibility

The Account Manager is responsible for day-to-day operation of customized MasterCard® incentive cards, gift card programs, and merchandise and recognition programs.  This person will develop and maintain the various card program relationships with the company’s debit card clients.  
Key Areas of Responsibility

Program Management

· Ongoing program development

· Responsible for working with client and Art Director to concept compelling

· Email blasts

· Promotional mailers

· Logo items

· Web sites

· Program changes

· Responsible for working with client to up sell Monthly Program Promotions

· Responsible for file transfers of monthly reporting

· Process web site orders, if applicable

Card Fulfillment

· Process incentive card funding orders

· Process client Gift Card orders

Client Relations

· Daily interaction with Client

· Distribute client weekly/monthly reports

· Analyze monthly reports

· Update / filing of client folders

· Back up for customer services calls

· Answer specific program questions via email
Qualifications
· Minimum 2 years experience managing accounts and working with clients
· Ability to multi-task

· Excellent time management and project management skills

· Proficient in Microsoft Office products including Word, Excel and Outlook

· Deadline driven

· Extremely detail oriented and efficient

· Solid understanding of customer service etiquette 

· Excellent communication skills

· Ability to work independently and with a team
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