1.

Summary
Under the direction of the Customer Service Manager, employee is responsible for opening new
accounts, maintaining existing accounts and promoting and informing customers of the Bank’s
products and services. Employee is also responsible for providing efficient high quality customer
service that furthers customer relations. As Utility Support Specialist, the employee will float from
branch to branch filling in as needed at each branch on a daily/weekly basis.

2.

Essential Functions














3.

Opens and processes new personal and business accounts, including DDA, savings and
certificates of deposit, safe deposit boxes, debit cards, and other bank products.
Maintains existing accounts by researching and verifying account information and resolving
problems for customers as necessary
Assists in the delivery of quality customer service through personal contact with customers
and prospects, while adhering to company quality standards.
Answers phone and assists callers and/or transfers callers to appropriate personnel.
Quotes products and rates in effort to promote and inform customers of the Bank’s services
and products.
Meets and greets customers.
Ensures compliance with State and Federal rules, regulations, and laws.
Participates in various forms of business development.
Processes wire transfers.
Ensures that the appearance of the lobby and personnel are neat, organized, and in
accordance with Bank policy.
Assists customers with safe deposit box services.
Assists other bank staff in helping customers as needed.
Works to meet existing branch performance standards in areas such as operating loss
control, bank secrecy, and compliance with established policies and procedures.

Essential Competencies




Communicates in a straightforward and assertive fashion.
Updates relevant people with timely information.
Listens carefully to what others are saying.
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4.

Additional Responsibilities







5.

Respects and considers all opinions, even counter-opinions.
Assumes responsibility for mistakes and failures.
Demonstrates consistency between what is said and what is done.
Behaves according to sound ethical and legal standards.
Is respectful of others.
Balances individual goals with team goals.
Builds and maintains productive relationships with people throughout the organization.
Maintains composure in frustrating situations.
Demonstrates flexibility in working with others.
Adapts to and helps others adapt to change.
Effectively responds to customer needs.
Answers customer questions and fully addresses their concerns.
Quickly and practically solves customers’ problems.
Demonstrates appropriate discretion; keeps confidential information private.
Demonstrates good interpersonal communication and presentation skills.
Manages difficult customer situations and treats others with respect.
Maintains a neat and professional appearance according to dress code in employee
handbook.
Demonstrates a consistently high level of professional judgment.
Maintains independence and objectivity in carrying out job responsibilities.
Demonstrates strong customer service and communication skills.
Develops strong relationships with existing customers.
Projects a good impression of the bank and its integrity.
Uses contacts in business community to produce business for the bank.
Can think quickly and develop practical solutions to problems.

Works as Teller when needed adhering to the Bank’s teller standards, policies, and
procedures.
Assist customers with entry into their safe deposit box.
Attends staff meetings as required.
Performs clerical tasks such as photocopying, typing, filling and mailing various bank
correspondences.
Provides support to areas of the bank such as operations, loan operations, etc. as needed.
Performs other duties as assigned.

Required Education, Experience, and Skills





High school diploma or equivalent required.
Position requires 2 years banking experience, preferably as a Personal Banker.
Successful completion of Personal Banker training and any other compliance training
deemed necessary by the Bank.
Capability to lift a minimum of 30 lbs.

Applicants should submit resumes to humanresources@americanpridebank.com.
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