
 

Sr. Deposit Operations Specialist 

This position is responsible for performing certain functions within the Deposit Operations area; which 

include but not limited to the servicing and maintaining of deposit accounts. This role must be able to 

exhibit excellent customer service to the bank’s customers and fellow employees. The primary duties 

entail processing incoming and outgoing wire requests through various delivery channels; ensuring that 

proper authorizations and pre-screening procedures have been performed; inputting transaction using 

item entry system. There are also online banking duties such as monitoring of online activity including 

wire requests, ACH processing, deposit processing, researching requests and other customer requests and 

other exception processing which must be completed in a timely and accurate manner. The Deposit 

Operations Specialist will also be responsible for reviewing and researching dormant accounts and 

performing research requests in response to subpoenas and customer requests. Additionally, processing 

of return mail and the skip tracing function, maintaining, documenting and properly storing deposit 

records using the current record retention schedule along with conforming to bank policies, procedures 

and regulatory compliance are a function of the department and bank’s strategic goals. 

Qualifications • High School diploma required, College degree preferred • 3 years prior banking experience 

in branch or deposit operations area  • Excellent written and communication skills • Ability to complete 

task within established timeframe • Maintain professional attitude to both internal and external 

customers • Proficient in Jack Henry software and Microsoft office including: Outlook, Word, and Excel 

applications. 

About Craft Bank - Craft Bank is a community bank in organization serving the Atlanta area. We offer our 

customers a high-tech, high touch, locally driven customer experience. We provide tailored banking 

services through our state-of-the- art financial services technology platform, and our unsurpassed 

customer service from passionate focused personnel. 

To apply for this role, please send your resume and salary requirements to Kris@Craft.Bank 
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