
 
Position:  FT Personal Banker – Buckhead office 

Reports To: Branch Manager 

 
General Duties 

 
Responsible for performing the daily support functions for the Buckhead branch office.  Areas of support include 

customer service, teller duties and works closely with the Branch Manager.  This associate will provide excellent 

service to our clients and fellow associates.  Assists the branch as directed; provides a full range of professional, 

technical and general support to customers and bank personnel; phone and e-mail inquiries; monitors product usage 

and system operation on a client needs basis; resolves problems within given authority.  Additionally, this associate 

helps in the coordination and support of audits and examinations.  Performs a variety of routine daily tasks; reviews 

reports, prepares correspondence and participates in special branch projects.   

 

Specific Duties 

 
Personal Banker 

 

 Open new accounts 

 Manage a cash drawer 

 Open safe deposit boxes 

 Auditing new account packages 

 Process data change report 

 Reset passwords for online banking 

 Process wire transfers 

 Handle large item returns 

 Verify cash shipments 

 Serves as vault custodian (in absence of Head Teller) 

 Handle RM requests 

 Handles fraudulent claims 

 Handles the NSF Reports 

 Works closely with Branch Manager (serves as back-up in his/her absence)  

 Other duties as assigned 

 

 

Requirements 
 

 B.A. or equivalent work experience 

 Ability to manage and prioritize multiple job responsibilities 

 At least 2 years experience in branch operations 

 High energy, independent thinker and team player 

 Outstanding customer service skills (internal and external) 

 

Preferred Skills/Experience 

 

 Knowledge of Microsoft Office  

 Experience with Jack Henry software and products, a plus 

 Knowledge of BSA and Regulatory Compliance Requirements, as it relates to this role 

 
Equal Employment Opportunity Statement of Policy 
The Bank is an Equal Opportunity Employer committed to diversity in the workplace. It is the policy of the Bank to 
provide equal employment and advancement opportunities to all qualified individuals. The Bank does not 
discriminate against any qualified employee or applicant on the basis of race, color, sex, religion, national origin, 
disabled or veteran status.  



Qualified individuals should email their resume to KarenNeely@privatebankofbuckhead.com no later than 03/17/2017. 
    Please indicate Personal Banker – Buckhead office - GBA on the subject line. 

Private Bank of Buckhead participates in E-Verify and is an Equal Opportunity Employer.   

 

 

 

 

 

mailto:KarenNeely@privatebankofbuckhead.com

