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[bookmark: _Hlk109126530]Job Title: Financial Service Representative (FSR) I		            	Status: Non-exempt
[bookmark: _Hlk173166237]Reports To: Operations Manager						Salary Range: ($17.00-$23.00)
[bookmark: _Hlk197714714]Indirectly to: Vice President

Job Overview:

Perform a variety of duties related to member service, operational, lending and accounting areas of the credit union in a courteous and professional manner.  Assist members with their financial needs by processing transactions, debit and ATM cards, gift cards, safe deposit boxes, opening new accounts, managing vault cash and taking loan applications as well as closing loans on an as-needed basis. Present and inform members of credit union products and service offerings.  Cross serving/selling credit union products. Ensure financial goals of the credit union are met.

Responsibilities and Duties:

· Greet and welcome members in person or by phone to the credit union in a courteous, professional, and timely manner.  

· Ability to recognize the importance of confidentiality and security of credit union and member information. 

· [bookmark: _Hlk197711868]Perform member transactions including but not limited to deposit, withdrawals, check cashing, account research, verifications, transfers, balance inquiries, loan payments & payoffs, and various other frontline duties.

· Maintain and ensure WFCU has the most accurate member account information on system.

· Must be knowledgeable of all services and products to actively present to members. Is aware and can present the features and benefits of products.  Must have strong sales and communication skills.

· [bookmark: _Hlk109127527]Educate members on products and services to identify areas to cross serve/sell credit union products that would benefit both the member and the credit union.

· Perform daily balancing of teller transactions. Assist other team members with their balancing and ensure all drawers balance at end of day.

· Perform frontline duties: roll coin, prepare checks for branch capture & process, scan daily receipts, sort & deliver US mail, process savings bonds, VISA travel, gift cards & cash advances, CU checks and money orders.

· Assist member service area with opening and closing accounts (savings, checking, certificate etc), obtaining loan applications and closing on loans as needed.  Present and answer members’ questions regarding issues surrounding all products and services.

· Assist coordinator for ATM/Debit Card program; process card orders, file maintain records, process requests, adjustments, and disputes.  Monitor accounts for unusual or suspicious activity.  Replenish ATM cash, printout paper and notify ATM service and maintenance staff of any machine malfunctions. 

· Assist with miscellaneous loan processes; title & insurance tracking, establish member automated payments and skip-a-pay requests, online payments, print loan coupons, complete post loan closing review and work with early delinquent loan accounts.

· [bookmark: _Hlk197713280]Coordinate and maintain knowledge of document retention program.  Ensure documents are scanned, logged, and destroyed in accordance to established.

· Scan and file credit union documents accordingly. 

· Assist in periodic audit of ATM, vault balancing, check ordering and counting cash orders (rotation basis)

· Perform research requests, resolve errors and member issues. 

· Monitor and manage member and call center messages (voice mail and trackers). 

· [bookmark: _Hlk197713444]Monitor and manage daily home banking requests in a timely manner.    

· Provide backup to process share draft clearing and ACH exceptions; issue stop payments on any payment system functions.    

· [bookmark: _Hlk197713559]Ensure that all processes and programs follow policies, procedures, rules and regulations.

· Prepare miscellaneous reports as assigned.

· Assist with training new FSR’s and cross train other staff as assigned.

· Develop improved efficiencies and procedures while following policy guidelines.

· Attend training and educational sessions pertaining to job responsibilities.

· Participate in local community functions while presenting a positive image of WFCU.

· Assist other areas of the credit union as needed and other duties as assigned.

[bookmark: _Hlk197712347]***The above statement reflects the general qualifications, duties and/or responsibilities necessary to identify the job and are not necessarily intended to set forth all the specific requirements of the job or position***

[bookmark: _Hlk109128204]Qualifications/Attributes
	
Education: High School Diploma or GED 
Experience: Has extensive experience and knowledge of financial services, cash handling and sales experience. Must have 2 plus years of financial experience or similar post-secondary education experience. 
Specific Skills: 
· Works well with all types of personality types specifically with members, co-workers and vendors.  
· Ability to resolve issues and work with difficult people or situations while remaining professional. 
· Technical skills regarding use of personal computers.
· Basic math and money handling skills.
· Knowledge and proficiency of Windows 10, basic PC applications including Microsoft Office products (Word & Excel), Microsoft Outlook email, Adobe Acrobat Reader, IT security and use of internet browsers.
· [bookmark: _Hlk109141777]Proficiency in business writing, proficiency with using Excel spreadsheets.
· Spanish/English Bilingual skills or the ability to learn basic Spanish


Personal Characteristics and Qualifications: 
· Has working knowledge of credit union industry, philosophy, organizational structure, bylaws 
policies and procedures
· Must have a positive, outgoing, and friendly personality that genuinely likes helping
 and assisting people 
· Reliable, flexible, dependable, and ethical
· Maintains a professional business appearance (See appearance requirements)
· Maintains a calm demeanor under pressure
· Good organizational and problem-solving skills
· Refrains from using vulgar, fowl, slang, and offensive language
· Ability to listen to others and provide positive feedback and/or solutions
· Open minded and receptive to constructive and candid feedback
· Ability to concentrate and focus for lengthy periods of time
· [bookmark: _Hlk109141816]Must be flexible with job duties & schedule, able to multitask and meet deadlines.
· Open to volunteering in community and credit union functions
· Willing to take on additional projects
· Ability to refrain from personal devices such as cell phone use during work hours
· Must be bondable to work in a financial institution based on a positive lifetime credit history, criminal background, and social security review
· Embrace cultural and racial diversity, gender equity and inclusion


[bookmark: _Hlk109038920]Certifications and Licenses: None required
Physical Requirements: 
· This position requires standing 75% and sitting 25%
· This position requires the ability to occasionally lift up to 50lbs

[bookmark: _Hlk109128278]We cultivate a culture of inclusion for all employees that respects their individual strengths, views, and experiences. We believe that our differences enable us to be a better team – one that makes better decisions, drives innovation, and delivers better business results.

Reviewed: 

_________________________________________________   
Employee Signature                      			(date)               


_______________________________________________
Supervisor Signature                                                	(date)
[bookmark: _Hlk109141425]Disclaimer: This position description is intended to describe the general nature and level of work being performed by the person assigned to this position. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this job. Employees holding this position will be required to perform any other position related duties as required by management. Individuals with disabilities will not be disqualified because of their inability to perform nonessential or marginal functions of the job. The credit union will provide reasonable accommodations to assist individuals with disabilities based on guidelines within the Americans with Disabilities Act.
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