
 
 

DEPOSIT OPERATIONS SPECIALIST  
BARNESVILLE 

Job Summary 

May perform various daily reconcilement, general maintenance and input, processing of related 
transactions and other functions related to the bank's deposit applications. Position will serve as a primary 
backup for critical department functions and will be cross-trained on those functions. 

Job Functions 

 Perform reconcilement of deposit applications to appropriate general ledger or other designated 
accounts.  

 Process daily exception items (insufficient funds, stop payments, non-posted, incoming Fed 
returns, cash items, high dollar, special items review and dormant account items).  

 Balance Teller cash and communicate any outages or problems to head tellers.  

 Review and verify any input and or maintenance completed by branch employees.  

 Process and maintain charged off accounts.  

 Reconcile items in process of collections daily. Review and send collections to appropriate 
Federal Reserve Bank for processing.  

 Process reclamations, including timely return of funds to Social Security, maintain CIF and 
account level alerts, and change ATM / debit card status to restrict further usage.  

 Complete daily quality control review of all new DDA, Savings and CD/IRA accounts.  

 Communicate exceptions to branch personnel and track and follow up for timely error resolution.  

 Assist with the monitoring and completion of SSI Asset Verification Program and Medicare 
requests received from the Social Security Administration.  

 Ensure OD/NSF counters are adjusted to properly reflect charges to the account.  

 Input debit card requests and ensure timely processing.  

 Position will be required to comply with all Federal and State banking laws and related 
regulations, to include but not limited to the Bank Secrecy Act. 

 Other duties may be assigned.  

Job Requirements 

 High School Diploma or GED required.  

 Banking experience required and deposit operations experience preferred.  

 Customer service oriented and a team player.  

 Ability to make sound judgment decisions and to discern severity of operational problems.  

 Ability to maintain confidentiality.  

 Working knowledge of word processing and spreadsheet software applications.  

 Excellent organizational skills, able to prioritize responsibilities and adhere to deadlines.  

 Analytical and good problem solving skills.  

 Ability to respond quickly as required by changing circumstances.  

 Demonstrates effective project management and time management skills.  

 Excellent communication skills; communicates respectfully in a straightforward and assertive 
fashion while listening carefully to what others are saying.  
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