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Position: Office Manager  
 
Purpose:  
To direct the daily activities of the assigned office and to achieve the following objectives: serve 
the customers within our target market in an extraordinary manner so that our brand name and 
reputation continue to flourish; realize sales and service targets; invest time and money in our 
personnel so that they learn, grow and become better all around employees and people and 

enjoy working for our company.  
 
Location:  621 Veterans Parkway, Moultrie, GA 31768 
 
Essential Functions and Basic Duties: 
 

1. Manages the bank branch as an income center to achieve income and expense targets.  

2. Participates in the development of goals and sales targets. Reviews targets with staff 
quarterly and progress against those goals.  

3. Participates in community activities to enhance public awareness of the bank and to 
leave a positive impression of the bank.  

4. Overviews the delivery of quality customer service at the branch through personal contact 
with customers and prospects.  

5. Participates in the development of branch performance standards in areas such as 
operating loss control, teller levels of experience, bank secrecy, and compliance with 
corporation policies and procedures.  

6. Oversee the direction of the branch staff to assure effective utilization of personnel, timely 
and objective performance evaluations, equitable salary structure, and identifiable career 
paths for qualified and interested candidates.  

7. Monitors the knowledge and skill levels of branch personnel to identify development and 
training needs. Participates with corporation training personnel in the development of 
training programs as needed.  

8. Meets regularly with staff to communicate objectives, goals, and branch operating status. 
Receives employee input to improve branch performance so that high quality information 
flows in both directions.  

9. Responsible for overseeing the balancing of cash maintained at the main office and 
branch locations if applicable. 

10. Lead and direct staff by example with excellent customer service skills and quality.   

11. Complies with all bank and personnel policies and procedures including but not limited to 
policies and procedures regarding the Bank Secrecy Act. 

12. Complete periodic training provided and/or required by Colony including but not limited to 
BSA training within required time frames assigned. 

13. Other duties as assigned.   

Qualifications: 
 

 Education 
1. High school diploma or equivalent required.  

2. Associate or Bachelor degree in business or related industry preferred.  

 

Experience 
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1. Three years banking experience required.  

2. Previous office manager experience preferred.  
 

Knowledge 

1. Have knowledge of banking industry. 

2. Understand financial and accounting policies and practices. 

3. Familiar with financial related laws and regulations. 

4. Knowledge of related computer applications. 

5. Familiar with Colony Bank loan policies and procedures. 

6. Know Colony Bank’s vision statement. 

 

Skills/Abilities 

1. Ability to listen and communicate well with employees and customers. 
2. Strong leadership skills. 
3. Well-developed planning skills.  
4. Articulate, well-regarded local citizen. 

 
Work Environment: 

1. Requires regular office conditions. 
2. Requires extensive contact with the general public. 

 
 

If interested, submit your resume to: hr@colonybank.com 
 
Equal Opportunity Employer / Minorities / Females / Veterans / Disabled / Drug Free Workplace 

hr@colonybank.com

