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Job Title:		Member Service Representative (MSR)						
Competitive Hourly Pay

Potential to earn incentives, paid time off, and other perks

20 to 25 hours available


Position Purpose:
Perform financial transactional duties in service to member 
Achieve impeccable degree of accuracy 
Maintain accurate transactional records 
Adhere to credit union policies and procedures
Have an understanding and ability to comply with the BSA/OFAC/CIP/AML policies of UNITE Credit Union.

Job Responsibilities:
· Greet and welcome members to the credit union in a courteous, professional, timely manner, providing prompt, accurate and efficient member service.
· Receive share drafts/checks and cash for deposit to accounts, verify amounts, examine share drafts/checks for proper endorsement, and enter deposits into core system
· Cash share drafts/checks and process withdrawals; pay out money after verification of signatures and member balances.
· Assist with night deposit, mail or email transactions, when applicable.
· Maintain up-to-date, comprehensive knowledge of credit union products and services. 
· Maintain up-to-date, comprehensive knowledge on all related policies and procedures, rules and regulations for tellers, including robbery procedures.
· Promote credit union services, i.e., loans, certificates, debit and credit cards, online banking and mobile app.
· Receive loan and other payments, and ensure payments match balance due.  
· Place account holds for uncollected funds.
· Count, check and package coins and currency.
· Balance teller drawer at the end of the day and compare totaled amounts to proof sheet.  Research and resolve discrepancies. Report discrepancies to supervisor.
· Ensure teller station is properly stocked with forms, supplies, brochures, etc.
· Report computer/equipment malfunctions to supervisor.
· Check night depository and record property information according to credit union procedures.
· Other duties as assigned.



Qualifications:
Professional, well-developed interpersonal skills necessary for servicing credit union members and projecting a positive image as a representative for UNITE Credit union
Ability to work independently as well as in a team environment
Knowledge of the Credit Union movement and Credit Union Policies and procedures. 
Demonstrated strong negotiation and escalation skills 
Excellent communication skills
Self starter; attention to detail; accurate and well organized
Strong problem-solving and mathematical skills
Ability to handle multiple tasks simultaneously and continually meet deadlines
Proficient with Microsoft Word and Excel
At least two years experience with member services in a financial institution or its equivalent
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