
 

Newton Federal Bank, a $309 million community bank located in Covington, Georgia has an immediate 

opening for a part-time Call Center Representative.   

Qualified candidates should submit resumes to jaynlawson@newtonfederal.com with “Call Center 

Representative” in the subject line.  

Newton Federal Bank is an equal opportunity employer.  It affords equal employment opportunity to all 

individuals, regardless of age, race, color, religion, gender, national origin, sexual orientation, gender 

identity, genetic information, veteran status or disability. 

PURPOSE/POSITION SUMMARY: 

To provide timely telephone communication and courteous customer service to customers and Bank staff; 
to provide clerical assistance as directed by manager. 
 
RESPONSIBILITIES: 

Greets, and provides prompt, professional, and courteous service to telephone customers. 
 
Provides call-in customers with various deposit account services such as balance inquiries, placement of 
check orders and ordering replacement debit cards along with deactivating lost or stolen cards and daily 
limit increases. 
 
Takes initiative to solve customer inquiries, address concerns, and quote products and rates. 
 
Assists customers with online/mobile banking password resets along with providing support for bill pay 
and e-statement services.  
 

Responsible for continuously seeking to identify customer needs. The Call Center Representative should 
support and be a champion of the sales initiatives for new products and services. 
 

Ensures that customers are referred to appropriate bank personnel if the Call Center Representative 
cannot handle the request; i.e. loan products and payoff or verification requests. 
 

Is familiar with and appropriately manages incoming phone calls in line with the Call Center Standards.  
 

Other projects or duties as assigned by Manager. 

 

MINIMUM JOB REQUIREMENTS: 

 High school graduate or equivalent. 

 Previous switchboard or customer service experience preferred. 

 Excellent verbal communication skills for telephone communication and receiving visitors (clear, 

concise, correct) required. 

 Ability to take direction and work as a team member, exercise good judgment, courtesy, tact and 

patience. 

 Requires excellent interpersonal skills to effectively and tactfully interact with customers, vendors 

and employees at all levels of the bank. 

 Ability to work under minimal supervision. 
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 Delivers an exceptional customer experience through inbound & outbound service interactions with 

customers & prospects through a variety of multi-media touch points (phone, online, virtual teller, 

email, direct mail, chat). 

 Demonstrated ability to maintain strict confidentiality. 

 Knowledge of filing and general office procedures. 

 Flexibility in scheduling. 

 Ability to multitask to meet customer requests as well as internal needs. 

 PC proficiency using Microsoft Office, proven expertise in the operation of adding machine, copier, fax, 

and other general office equipment. 


