JOB DESCRIPTION

MEMBER  SERVICE  REPRESENTATIVE  I

REPORTS TO:   Member Service Representative II

SUPERVISES:   NA

PRIMARY FUNCTION
Performs routine member transactions, including deposits, withdrawals, cash advances, loan payments, transfers and check cashing.  The individual must have proven service skills and be able to work efficiently and accurately in a fast paced environment.

DUTIES AND RESPONSIBILITIES
· Input all member transactions into computer terminal

· Balance a cash drawer daily

· Assist members with deposits, withdrawals, loan payments, transfers and any other

            transactions needed by members in lobby and drive-up

· Receive and disburse cash to and from members

· Sell money orders, travelers checks and other miscellaneous items to members

· Cross-sell other credit union products and services to members

· Complete incoming mail transactions

· Complete night drop transactions

· Develop an understanding of credit union history, philosophy and operational procedures

· Respond to members’ requests, problems and complaints, and/or direct them to the proper person for specific information and assistance

· Assist members in opening new share, share draft, and club accounts

· Provide members with necessary forms to transact business at the credit union

· Perform other duties as requested

KNOWLEDGE AND SKILL REQUIREMENTS
· Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The person in this position must have a pleasant personality and previous customer service is a plus.  The person must be professional both in appearance and attitude.

· The requirements listed below are representative of the knowledge, skill and/or ability required.  

· Education and/or experience:  High School education or equivalent required for full-time employees.  Part-time employees may still be in school.

· Mathematical Skills: Ability to calculate basic figures.

· Reasoning ability:  Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram form.  Ability to deal with a wide variety of problems that may arise in day-to-day business.

