
 
 

 
BSA COORDINATOR 

GRIFFIN 
 

United Bank is a growing 113 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: 
Coordinate daily monitoring and reporting of monetary transactions to maintain Compliance with the Bank 
Secrecy Act. Responsible for assisting with the development, implementation, and administration of all 
aspects of the Bank Secrecy Act Program. This position performs various quality control reviews and 
monitoring in the area of Bank Secrecy Act, USA PATRIOT ACT, Anti-Money Laundering, OFAC, and 
Customer Identification Program compliance using industry standard and regulatory guidance sampling 
methods to ensure the Bank's compliance efforts are maintained on a daily basis. Advise the Bank's 
Senior Compliance Manager of any potential emerging compliance issues. Assists the Senior Compliance 
Manager in ensuring department activities run smoothly and efficiently by providing leadership and 
training. This position is required to be fully knowledgeable and skilled in all areas of the department. 
Women and Minorities are encouraged to apply. 
 

Job Functions: 
 Ensure that the BSA/AML Compliance Program is in line with the current industry best practices 

and is both efficient and effective in terms of current BSA, AML, OFAC, and KYC governance, as 
well as internal controls per all applicable BSA, AML, OFAC, and KYC requirements.  

 Proactively update the Senior Compliance Manager of any on-going BSA, AML, OFAC, and KYC  

 Monitor monetary transactions for suspicious activities.  

 Ensure daily cash transaction monitoring records are accurate and current.  

 Prepare, Review, and File Currency Transaction Reports when appropriate.  

 Utilize patriot officer software using the predetermined modules to monitor for suspicious 
activities.  

 Review and Complete suspicious activity reviews at regular intervals  

 Review and Complete database check reviews as warranted  

 Perform FinCEN 314(a)checks and retain necessary documentation as a back up to the BSA 
officer  

 Perform monthly reviews of the bank's Monetary Instrument Logs (MIL)for all branches  

 Perform bi-annual and annual reviews of specific account categories  

 Advise the Senior Compliance Manager of activities that may be considered suspicious  

 Assist the Senior Compliance Manager with updates and revisions to BSA, AML, OFAC, policies 
and procedures, as well as BSA statistics that are reported routinely to the Board of Directors.  

 Assist the Senior Compliance Manager with the development, administration, and implementation 
of BSA,AML,OFAC related training programs to the Directors, Management, and employees and 
provide BSA guidance, as well as coaching to employees  

 Assist the Senior Manager with special assignments as directed  

 Provide back up support to the CIP office as needed  

 Provide backup support to Fraud Specialist as needed  



 File mandatory reports to the Department of Human Services regarding concerns of financial 
abuse or exploitation  

 Serve as a compliance resource for other bank employees.  

 Stay abreast of developing industry and compliance trends, scams or schemes, and changes to 
laws and regulation related to The Bank Secrecy Act, as well as comply with all Federal and State 
banking laws and related regulations, to include but not limited to the Bank Secrecy Act.  

 Other duties may be assigned.  

Job Requirements: 
 High School Diploma or equivalent required; at least a college associates degree preferred.  

 Ability to demonstrate problem solving skills.  

 Ability to deal tactfully with all levels of management and personnel.  

 Attention to detail and confidentiality a must.  

 Display high degree of character and ethics.  

 Ability to handle more than one task at a time.  

 Strong verbal and written communication skills and demonstrated capability to work in a team 
atmosphere with moderate supervision.  

 Represent the bank in a professional manner.  

 Must be a self-starter.  

 Must be able to complete certain tasks within deadlines.  

 Must be able to work Monday thru Friday.  

 Successful completion of in-house training and orientation.  

 Comply with the Bank's internal Personnel Policy.  

 

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 apply online at 
www.accessunited.com , select the Careers link at the bottom of the page. 

 

http://www.accessunited.com/

