
   

      

 
 
 

OPERATIONS SUPPORT SPECIALIST 
BARNESVILLE 

 
United Bank is a growing 112 year old $1.3 billion Community Bank that proudly provides Signature Service to 

our customers in 18 locations in 11 counties throughout Middle Georgia.  

 

Job Summary: 
Performs duties related to various operational functions and related projects.  Position will assist the Operations 

Manager and operations management team with division initiatives and projects.  Position may serve as a backup 

for critical functions. Women and Minorities are encouraged to apply.   

 

General Description / Duties: 

 Performs various loan operations functions on a daily basis. 

 Assists with the implementation of bank projects to meet timelines and ensure testing, implementation 

and documentation are complete.  

 Assembles data and other information, creating spreadsheets, special reports, charts, summaries and 

related documents. 

 Provides other administrative support for Operations Manager and operations management team.    

 Works with Operations team members and other departments/individuals to achieve bank objectives. 

 Complies with all Federal and State banking laws and related regulations, to include but not limited to the 

Bank Secrecy Act. 
 

Job / Experience Requirements: 

 High school diploma or GED required. 

 Banking experience required and operations experience preferred. 

 Strong analytical and good problem solving skills. 

 Proficiency in Microsoft Office applications, including Word, Excel and PowerPoint.  

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

 Excellent written and oral communication skills: communicates respectfully in a straightforward and 

assertive fashion while listening carefully to what others are saying. 

 Demonstrates effective project management and time management skills. 

 Customer service oriented and a team player. 

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

communicate the issue to appropriate individual(s). 

 Experience and/or ability to create reports, metrics and other data to identify trends, issues and 

opportunities; identifies solutions and removes roadblocks for the team; identifies and utilizes available 

resources to resolve issues. 

 Ability to maintain confidentiality. 

 Ability to respond quickly as required by changing circumstances; ability to effectively multi-task 

 Must be willing to cross train and complete other assigned duties.  
 
United Bank provides equal opportunity in employment for all qualified persons and prohibits discrimination in employment on 

the basis of race, color, religion, sex, sexual orientation, gender identity, national origin, age, veterans status, disability unrelated to 

job requirements, genetic information, military service, or other protected status. Please send all resumes to 

lgosdin@unitedbank.net 

mailto:lgosdin@unitedbank.net

