
Instructions to Apply: 

 ‘Easy Apply’ on LinkedIn  

  https://www.linkedin.com/jobs/view/828898563/ 

OR 

 Email resume to jsewak@embassynationalbank.com 

  

Embassy National Bank, located in Sugarloaf/Lawrenceville, Georgia, is seeking 

a Universal Banker: 

  

JOB FUNCTIONS & RESPONSIBILITIES: 

 

The position of the Universal Banker is responsible for promoting and providing a 

variety of bank services to customers, including personally assisting customers in 

opening new accounts and actively seeking for new clients. As a Universal Banker 50% 

of your time will consist of sales (inside and outside) and 50% Teller and operations 

(compliance and regulations). Assures compliance with all Bank policies and procedures, 

as well as, all applicable state and federal banking regulations. 

 

As a Universal Banker in our Branch Banking team, you are at the forefront of delivering 

an exceptional customer experience. You’ll maintain long-lasting, meaningful 

relationships with customers, resolving customer issues, engaging them to understand 

their financial needs and providing thoughtful solutions that make a real difference in 

making their lives more convenient. Cross train on Head Teller role and responsibilities. 

 

ESSENTIAL JOB FUNCTIONS: 

 

 Actively sell the Bank’s consumer and business products and services in a 

professional manner, including all deposit products, Remote Capture Deposit, 

Merchant Services, credit cards and fee based treasury services 

 Develop and maintain an active prospect list for telemarketing and source sales 

opportunities to meet established goals 

 Process wires, fraud claims and CTR’s  

 Answer phones and direct clients to appropriate personnel upon entering branch 

 Process a variety of banking transactions for both consumers and businesses such 

as but not limited to deposits, withdrawals, check cashing, transfers, issuing 

cashier’s checks, inquiries, loan payments and CD and IRA transactions 

 Establishes all new accounts by Complying with all policies, procedures, regulatory 

banking requirements, CIP, KYC and AML 

 Performs account maintenance and forwards supporting documents to Operations 

https://www.linkedin.com/jobs/view/828898563/


 Scans all new and closed certificates of deposits, checking, and savings accounts 

and performs account maintenace 

 Identify potential customers and refer to bank partners in other lines of business, 

maintaining established levels of qualified referrals 

 Act as an ambassador of the bank – smile and greet customers upon arrival in Bank, 

answer questions and resolve problems for customers concerning all services 

provided by the Bank; identify the problem, collect data, secure answers and report 

results to the inquiring party 

 Treats people with respect; keeps commitments; inspires the trust of others; works 

with integrity and ethically; upholds organizational values; accepts responsibility for 

own actions 

 Completes administrative tasks correctly and on time; supports the Bank’s goals 

and values by following policies and procedures 

 Back up Head Teller when needed 

 

 

 

 

MINIMUM REQUIREMENTS/EDUCATION, EXPERIENCE AND SKILLS REQUIRED: 

 

These specifications are general guidelines based on the minimum experience normally 

considered essential to the satisfactory performance of this position. The requirements 

listed below are representative of the knowledge, skill and/or ability required to perform 

the position in a satisfactory manner. Individual abilities may result in some deviation 

from these guidelines: 

 

 Minimum 12 months banking and customer service experience is required 

 Effective oral, written and interpersonal communication skills with the ability to 

apply     common sense to carry out instructions, interpret documents, understand 

procedures, write reports and correspondence, and speak clearly to customers and 

employees 

 College degree or military equivalent strongly preferred; High school degree, 

GED or foreign equivalent required 

 Ability to make personal connections, engage customers and always be courteous 

and professional in a team environment and proactively collaborates with others to 

help customers 

 Strong communication skills; understands how to tailor product and services 

solutions to customers with differing needs and offer appropriate 

recommendations 



 Ability to learn products, services and procedures quickly and accurately to meet 

policy and regulatory requirements 

 Ability to work branch hours, including weekends and some evenings if needed 

 Ability to deal with difficult problems involving multiple facets and variables in non-

standardized situations 

 Effective organizational and time management skills 

 Proficient in Microsoft Office: Excel, Word and Powerpoint  

 The incumbent for this position may operate any or all of the following: telephone, 

copy and fax machines, adding machine (calculator), check protector, encoder, 

typewriter, computer terminal, personal computer and related printers 

 

Embassy National Bank is an equal opportunity employer. All qualified applicants will 

receive equal consideration without regard to gender, race, religion, color, age or status 

as a protected veteran. We will perform a background check and may investigate 

references. 

 


