Please send Resume to amber@goldenvallyfcu.org

Or drop it by our location at 409 West Center St, Manteca CA

MSR Position... Basic Responsibilities:

In accordance with established policies and procedures, serves as a liaison between the
members and the Credit Union. Performs all teller transactions as requested by the
members in person, phone or fax. Completes various support functions as assigned by the
Senior MSR or Management. Promotes the use of Credit Union services by recommending
products based on the individual member’s needs, desires and goals.

Essential Functions:

o Performs a variety of duties assigned by the Senior Member Service Representative
or Management to assist in the daily member service functions.

o Conducts teller transactions as requested by the members including (but not
limited to) deposits, withdrawals, transfers, issuing checks, selling money orders,
posting loan payments.

e Answers phones and provides requested information, handles member complaints
or refers people to the proper department, and returns call when necessary.

o Blocks and performs maintenance on member’s accounts as necessary.

e Places stop payments, holds or flags on members accounts when loss or theft is
reported.

e Orders replacement ATM, debit or VISA cards when needed.

e Posts mail and night drop deposits and payments.

e Must answer questions regarding Credit Union products and services, therefore
must possess a basic knowledge of all products offered.

e Must assist other members of the department when needed.

e Must perform as part of the team.

e Orders checks and backs up the New Accounts Representative when asked.

o Will perform various month end duties as assigned.

o Interfaces with other departments to complete job tasks and fulfill member
requests

e Must also perform any other duties, including filling in other departments as
assigned by the senior MSR and/or management.

e Must adhere to Credit Union employee performance standards.
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Specific Requirements:

o Must demonstrate attention to detail and documentation.

o The ability to prioritize effectively and efficiently.

e Able to work independently or as a team.

e Must possess good communication skills, including effective telephone skills, and
effective verbal and written communication skills.

e The ability to do multiple tasks and projects at the same time.

o The flexibility to make immediate and unscheduled job changes.

e The willingness to accept and learn from constructive criticism.

o Able to stay focused on a task until completed.

e Anunderstanding and a willingness to meet required deadlines.

e An understanding of the necessity of complete accuracy in all member service
functions.

e The ability and the willingness to work within all performance standards of the
Credit Union.

e Proficient in the use of computers.

o Willingness to continue education to increase job efficiency.

e Must keep current on regulations and policies.

Education: High school graduate.
Skills:
Proficient in the use of the computer.
Must possess the ability to make independent decisions.
Excellent communication skills. Second language is a plus.
Must be able to stand for long periods of time.
Work Remotely
¢« No
Compensation

e TBD



