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SUMMARY: The Bank Secrecy Act/Anti-Money Laundering/Office of Foreign Assets 

Control (BSA/AML/OFAC) Officer is responsible for developing, implementing and 

administering all aspects of the Bank Secrecy Act Compliance 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.  Advises the Bank's 

Executive Management and Board of Directors of emerging compliance issues and 

consults and guides the Bank in the establishment of controls to mitigate risks.  Ensures 

the BSA/AML/OFAC department activities run smoothly and efficiently by providing 

leadership, training and supervision within the department.  The position of 

BSA/AML/OFAC Officer performs direct supervisory duties of assigned department 

staff, coordinates staff for coverage in assigned areas of the department and is required to 

be fully knowledgeable and skilled in all areas of the department. 
 

REPORTS TO:   CEO/President 
 
 

RESPONSIBILITIES INCLUDE:  
 

 Ensure the existence of a comprehensive, effective and efficient 

BSA/AML/OFAC compliance program for the bank by developing and 

coordinating the bank’s efforts to comply with all applicable laws and regulations. 

 Maintain a current knowledge of applicable BSA/AML/OFAC laws, regulations, 

reports, guidance, and industry issues.  Oversee the BSA/AML/OFAC compliance 

function on an ongoing basis. 

 Establish and draft bank wide BSA/AML/OFAC compliance policies, procedures, 

and processes that support the strategies and goals for the bank as expressed by 

executive management as well as maintain and update existing policies, 

procedures, and processes.  

 Report to the Board of Directors on any significant BSA/AML/OFAC compliance 

issues within the bank, and the status of the BSA/AML/OFAC compliance 

program in general.  

 Monitor compliance with BSA/AML/OFAC laws and regulations throughout the 

bank. 

 Develop internal controls to ensure BSA/AML/OFAC compliance. 

 Monitor legislative and regulatory BSA/AML/OFAC activity and inform 

management and the Board of Directors on emerging BSA/AML/OFAC 

compliance issues.  

 Oversee and ensure that regulatory required reporting is performed timely (e.g. 

CTRs, CTR exemptions, SARs/SARs for ongoing activity, 314(a) requests, etc.) 

 Set up/configure, maintain, serve as the administrator for, and annually validate 

the BSA/AML/OFAC platform, Prime Compliance Suite. 
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 Review suspicious activity and make SAR filing decision for suspicious 

transactions. 

 Daily process alerts and assign cases to BSA AML OFAC analysts and work 

alerts/cases assigned to self. 

 Maintain list of high-risk customers and perform risk assessments/EDD on high 

risk customers. 

 Maintain and distribute a list of domestic and international locations that pose a 

higher risk of money laundering or terrorist financing. 

 Develop or order and implement applicable lobby disclosures and ensure that 

proper disclosures are implemented in the loan and deposit platforms by 

coordinating with the administrators of the loan and deposit platforms. 

 Collect data and update BSA/AML/OFAC risk assessment annually. 

 Perform compliance reviews/monitoring/transaction testing of CIP, CDD, EDD, 

monetary instrument log, CTRs, CTR exemptions, SARs, Regulation GG, 

Wires/Funds Transfer Records, OFAC, 314(a) requests, etc. 

 Serve as a project team member or as a resource for assessing BSA/AML/OFAC 

risk and developing BSA/AML/OFAC risk mitigation strategy for projects (e.g. 

new products or services, branch geographic expansion, new platforms, etc.) as 

applicable. 

 Prepare and deliver BSA/AML/OFAC reports to executive management, Audit 

Committee (quarterly), and Board of Directors (monthly) 

 Monitor and assess industry trends and “best practices” in the BSA/AML/OFAC 

compliance field through ongoing involvement in industry associations and 

activities.  

 Serve as primary contact with the regulatory agency for any regulatory 

BSA/AML/OFAC compliance examination of the bank, and report on any 

significant issues to executive management and the board of directors as 

appropriate.  

 Serve as primary contact with internal auditors and/or external auditors for any 

BSA/AML/OFAC compliance audits/examinations of the bank, and report on any 

significant issues to executive management and the board of directors as 

appropriate. 

 Maintain ongoing communications and coordination with regulatory agency 

examiners, as well as internal and external auditors.  

 Develop, implement, conduct or coordinate training programs, sessions, and 

seminars to educate bank personnel on BSA/AML/OFAC compliance 

requirements and procedures in their respective areas of responsibility.   

 Maintain documentation of BSA/AML/OFAC training, including training 

materials, dates of training sessions, and attendance records. 

 Research BSA/AML/OFAC regulatory issues and respond to compliance 

questions from bank personnel, utilizing legal and regulatory reference manuals, 

consulting bank counsel, in consultation with the CEO, and contacting 

professional associations and organizations as appropriate. 
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 Research BSA/AML/OFAC compliance issues and provide guidance to 

management related to proposed new products/services or changes to existing 

products/services. 

 Assist in preparing for BSA/AML/OFAC audits and BSA/AML/OFAC regulatory 

examinations, including providing responses and implementing corrective action 

related to BSA/AML/OFAC compliance related examinations and audits. 

 Annually obtain certifications from any third parties relied upon for CIP and/or 

OFAC compliance, and annually complete BSA/AML certifications from third 

parties such as correspondent banks. 

 Notify appropriate law enforcement and regulators for situations involving 

violations requiring immediate attention. 

 Work with Human Resources to ensure that BSA compliance is incorporated into 

the job descriptions and performance evaluations of bank personnel. 

 Ensure that self and BSA department staff annually attend adequate training for 

BSA/AML/OFAC duties. 

 Develop and ensure compliance with a BSA/AML/OFAC record retention 

schedule. 

 

 
 Qualifications:  

Education  
 

Associates or bachelor’s degree in business related field required; education 
requirement may be substituted with extensive experience in BSA/AML/OFAC 
compliance, consumer compliance, or banking field.  

 
BSA/AML/OFAC Compliance Certification preferred.  
 

Experience:  
 

5 years experience in managing BSA/AML/OFAC compliance required.  
 

 

 

Skills and Other Requirements: 

 

 Ability to comprehend and interpret regulations and statutes. 

 Writing skills.  

 Good interpersonal communication, organizational and computer skills; ability to 

operate standard office equipment and software. 

 

To Apply: 

 

Email your resume to jlcarter@sgbconline.com.  

mailto:jlcarter@sgbconline.com

