
 

 

Newton Federal Bank, a $240 million community bank located in Covington, Georgia has an immediate 

opening for a Deposit Operations Manager.   

Qualified candidates should submit resumes to jaynlawson@newtonfederal.com with “Deposit Operations 

Manager” in the subject line.  

Newton Federal Bank is an equal opportunity employer.  It affords equal employment opportunity to all 

individuals, regardless of age, race, color, religion, gender, national origin, sexual orientation, gender 

identity, genetic information, veteran status or disability. 

POSITION SUMMARY: 
As a direct report to the Chief Financial Officer, the Deposit Operations Manager will direct the Deposit 
Operations function to ensure that it is operating effectively and efficiently. Responsible for maintaining 
accurate and true records of the bank’s and customer’s accounts.  Supports the retail division with 
research, non-post processing, electronic funds processing, posting/maintenance of accurate tax 
information and year-end tax processing.   Ensures compliance with corporate policies and procedures. 
Assesses the bank’s overall risk with regard to its geographic location, customers, and product offerings.   
 
RESPONSIBILITIES: 

Manages and performs the bank’s deposit operations function.  Provides customer service to bank 

customers and provides support to bank personnel.   

 Performs internal account reconciliation/review/research and correction 

 Processes electronic funds, i.e., Wire Transfers, ACH, E-Commerce, and Debit Cards, mobile 
banking - incoming, outgoing, file transmissions, and research. 

 Deposit Year End Processing. 

 Performs GL entries. 

 Maintains, changes and creates bank’s rate tables, products, etc. 

 Oversees the processing of levies, garnishments, subpoenas, and other requests for client 
information. 

 Resolves item processing issues. 

 Serves as a liaison with banking platform vendor. 

 Reviews the disposition of the daily account overdraft report. 

 Monitors teller out of balances and prepares appropriate reports. 

 Receives and properly disseminates operational updates and new procedures, i.e. Internet 
Banking, Mobile Banking, Bill Pay, Core Processing System, etc.   

 Oversees the enrollment of bank customers to both retail and commercial Online Banking, 
including both retail and commercial  

 Provides support and set up to remote capture customers, ACH origination customers, Debit 
Card/ATM Card program maintenance, upgrades, daily activities, etc. 

 Understands, oversees and assists, as needed, with Individual Retirement Accounts (IRA) 
functions, Safe Deposit Box functions, and return mail process. 

 Stays informed of new and improved technologies for the overall operating efficiency of the bank. 
 
Trains, develops, and manages a subordinate staff to ensure efficient operation for increased productivity, 
and creates an atmosphere conducive to good employee morale. 

 Identifies staff training needs and recommends training sources. 

 Analyzes daily workload and schedules. 

 Monitors performance and conducts performance appraisals consistent with established time 
frames. 

 Ensures fair and consistent treatment of department staff. 

 Accurately manages staffing and overtime in compliance with management goals. 
 

Effectively performs various support activities as directed by immediate supervisor. 

 Provides support to bank’s Compliance Officer by gathering and preparing reports for audits and 

regulatory examinations. 

 Prepares and submits various reports, for the bank and/or company, as required by regulatory 

agencies and Executive Management. 

 Assists in implementation of Disaster Recovery Plan for Deposit Operations. 

 Performs other duties or special projects as requested by Management. 

 
MINIMUM JOB REQUIREMENTS:  

 Four-year college degree or equivalent work experience  

  Minimum of five years’ deposit operations experience within the banking industry and three year 

experience in a supervisory capacity    
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