
 

Newton Federal Bank, a $280 million community bank located in Covington, Georgia has an immediate 

opening for a Courier & Facilities Coordinator.   

Qualified candidates should submit resumes to jaynlawson@newtonfederal.com with “Courier & Facilities 

Coordinator” 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. 

PURPOSE/POSITION SUMMARY: 

Responsible for efficient pickup and delivery of mail from Post Office and all bank locations.  Responsible 
for routine and general maintenance, as well as, physical security of the Bank’s facilities.  
 
RESPONSIBILITIES: 

Accurately performs various tasks involving U.S. and inter-office mail delivery. 

 Picks up mail from Post Office. 

 Delivers inter-office mail between all locations. 

 Delivers outgoing mail to the Post Office. 

 Transfers currency between branches, when needed, with police escort. 

Efficiently performs routine and general maintenance and upkeep of the Bank’s building and properties. 

 Performs minor building, HVAC, plumbing, electrical and painting repairs as necessary. 

 Inspects and diagnoses problems to determine if professional vendor contractor is necessary for 

emergencies and building repairs outside the scope of routine/general maintenance. 

 Manages janitorial and landscaping services for all buildings. 

 Maintains a schedule of when maintenance has been performed and when next service is due. 

 Maintains up-to-date records for all state, federal and insurance semi-annual and annual 

inspections. 

 Inspects and maintains signage, as well as, building and ATM aesthetics. 

 Detects and reports questionable conditions to manager. 

 Reviews and/or inspects work for quality, accuracy and completeness. 

 Works in a safe manner and recognizes unsafe situations. Takes appropriate action to ensure 

safety of themselves and others in building. 

 Implements preventative maintenance measures. 

 Purchases and delivers water, sodas, etc., for each bank location. 

 Maintains the plans for fire evacuation and disaster response. Serves as the facility emergency 

response coordinator. 

 Performs other maintenance duties as requested by manager. 

 Manages vendor relations with all building/maintenance vendors. 

Participates in the planning and implementation of security systems for all locations 

 Ensures security compliance with applicable federal and/or state laws, regulations and/or agency 

rules, standards and guidelines. 

 Responds to any issues related to building/vault security and fob access. 

 Reviews video surveillance. 
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 Works with appropriate departments to provide evidence in criminal cases; i.e. fraud, forgery, etc. 

 Responsible for alarm calls 24/7. 

 Develops appropriate safety and/or service plans to alleviate risk and provide protection. 

 Works with outside consultants as appropriate for independent security audits. 

 Reports all security related items to Senior Management. 

 Participates in periodic employee security training. 

 Monitors and evaluates security operations, programs, processes and/or practices for quality and 

effectiveness; makes recommendations for improvement. 

 Manages vendor relations with all security vendors. 

Participates in the planning, designing, construction and acquisition of new facilities. 

 Participates in project plans for new and/or acquired buildings. 

Performs other duties as assigned by the manager. 

 

MINIMUM JOB REQUIREMENTS:  

 High school graduate or equivalent. 

 Previous courier and/or general maintenance experience preferred. 

 Experienced in operating a variety of equipment and small hand tools. 

 Requires the ability to have and maintain a valid Georgia driver’s license and to have and maintain a 

safe driving record. 

 Requires the ability to prioritize tasks and follow specified procedures. 

 Knowledge of security procedures. 

 Requires the ability to work with minimum supervision and to maintain strict confidentiality. 

 Must have excellent interpersonal, organizing and planning, and verbal communication skills. 

 

 


