[image: image1.jpg]P

e Rverforke

4444~ CREDIT UNION
<€





TITLE:

Operations Specialist


REPORTS TO:    

EVP-Compliance/Ops
DATE:

December 2021 (Reviewed)

CLASSIFICATION:
Non-Exempt
	POSITION SUMMARY
Processes a myriad of administrative activities in Operations, ensuring a high level of accuracy and member service.  Provides timely completion of duties on credit/debit card processing, Fed/ACH/Wire process, ATM and mail deposit processing, share drafts, and records management.  Answers member questions, and researches and resolves operational issues and discrepancies to ensure up-to-date member records.  When interacting with a member, serves an ambassador of good will between the member and the Credit Union.   
ESSENTIAL FUNCTIONS OF POSITION



	· Processes, balances, and posts daily activities for Operations Department, including but not limited to: Home Banking, Bill Pay, E-statements, ACH, Share Draft Returns, Stop Payments, ATM/Debit card issuance/ processing, wire transfers, levies, payrolls, returned mail, overdrafts, etc. 

· Performs ACH processing; receives signed authorizations from members; performs file maintenance to accounts; balance reports to funds received whether by check or electronic funds transfer, completes posting requests; reconciles exception reports, and makes adjustments to members' accounts.

· Researches and resolves member account problems or balances in an efficient, accurate, and timely manner; communicates with members in person, by phone, by correspondence, and/or electronically. 

· Updates and maintains the member database as required by EFT, exception payroll, and ACH changes.   Keeps current on ACH/EFT compliance.

· Reconciles ACH and Payroll files daily; reprocesses and/or returns rejected ACH and Payroll entries.

· Processes wire transfer activity including outgoing and incoming wires. Performs PIN verification on wires authorized via telephone and performs OFAC verification on all incoming and outgoing wires.  

· Processes and balances ATM/debit card and cash advances and reports, and provides error resolution.  Processes approved ATM/debit card applications; orders cards, and sets up member files in computer system; verifies accuracy of cards issued and sends cards to members.

· Ensures all deposit operation daily functions are performed in accordance with appropriate standards including but not limited to exception item processing, insufficient item processing, and bank by mail.

· Verifies receipts of deposits and withdrawals into and out of accounts and encode amounts accurately. Verifies payroll allocations.

· Participates in early fraud alert notification. Monitors Fraud Watch Bulletins and VISA fraud alerts daily to identify suspicious ATM/Debit card activity. Identifies appropriate response and notify management.

· Maintains up-to-date knowledge of all external rules and regulations on Bank Secrecy Act, OFAC, and a broad range of regulations for the credit union industry.

· Enters all required information into the credit union’s systems and maintains accurate, up-to-date information on accounts. Generates reports as requested, and maintains accurate member records/files.

	


Note:  This list of essential functions is not intended to be all-inclusive. It may be supplemented from time to time as required and at the request of one’s supervisor or senior management.
	ADDITIONAL FUNCTIONS OF THE POSITION
· May maintain escrow accounts on mortgage loans.
· May review insurances on mortgage loans and follow-up to ensure insurance is up-to-date.
· May participate in community service events and/or RWCU sponsored events on an annual basis.
2.
REQUIRED STANDARDS FOR ALL EMPLOYEES
Ensure that quality service is a standard in all member interactions. Maintain a positive work environment that is professional and respectful towards members, potential members, co-workers, supervisors, and visitors.  Maintain complete confidentiality of member, employee, and credit union information. Abide by the Bank Secrecy Act in all transactions and interactions.

	Knowledge, skills, and experience required
·   Professional, courteous interpersonal and communication skills are essential for projecting a positive image as an employee of RWCU with co-workers, members and potential members, vendors, visitors, etc.
· Work requires a thorough knowledge of credit union deposit products; and specialized knowledge in area of specialty such as ACH, ATM/Debit cards as well as external State and Federal rules and regulations. Bondability is a requirement of the position.
·   Position requires a high school education and post-high school training in accounting or areas of specialty or equivalent combination of experience and education. Proficiency with computer applications including word processing and spreadsheets required. Certification in ACH is preferred.
·   Position requires three years of operations or accounting experience in a bank or credit union with specific  knowledge of ACH, ATM/Debit Cards, and deposit products.
·   Position requires the ability to read, analyze, and interpret procedures and governmental regulations, legal documents, external regulations, operating instructions, and procedure manuals; ability to respond professionally to varied inquiries or complaints from members.  Ability to effectively communicate with members and/or employees.  Ability to solve practical problems and deal with a variety of variables in situations where standardization exists.  
·   Intermediate mathematical skill required (adding, subtracting, multiplying, dividing, percentages, interest) are required.

· Position requires the ability to work on a keyboard and sit for prolonged periods of time.  

	


DISCLAIMER: The information on this position is designed to indicate the general nature and level of work to be performed. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employee(s) assigned to this job.
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