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Job information:


Posting Date:
September 5, 2006

Job Title:  Personal Banker/CSR


Location:  Waynedale
Average # of hours Weekly:  40 hours, overtime as required

Job Summary:  Maintaining Tower Bank Service Standards by cultivating, maintaining and growing customer relations. The Personal Banker/ Customer Service Representative is primarily responsible for processing routine deposits, withdrawals and payments against retail and business transaction accounts, opening new accounts and processing loan requests.

______________________________________________________________________________________


Job Duties Include:


This position will include both Personal Banker (primary) and Customer Service Representative (secondary) duties.  

Primary Duties:
Personal Banker/Customer Service Representative is expected to project a friendly, professional image to every customer, every time.  Primary responsibilities include opening new accounts, processing loan requests, and maintaining knowledge of current interest rates on loans, CDs and other bank products, and preparing all necessary customer activity reports.  
Secondary Duties:
The Personal Banker/Customer Service Representative will answer commonly asked customer questions, identify customer needs and refer cross-sell opportunities to other areas of the bank.  Customer Service Representative responsibilities include accepting and processing consumer, commercial and mortgage loans and miscellaneous payments; redeeming U.S. Savings Bonds, and servicing customer requests for money orders, cashier’s checks, travelers’ checks, coin, and currency.  Responsible for balancing the cash drawer daily.    May perform one or more of the following:  operate drive-up window, open night depository, and/or provide vault teller back-up and dual audit control.  Other duties as assigned.  


Job Qualifications:    



	Education:
	High School Diploma or equivalent.      

	Training:
	

	Experience:
	Banking experience preferred 


	Technical/Computer:
	

	Certification/Licenses
	

	Knowledge:
	Knowledge of Tower Bank products preferred

	Skills/Abilities:
	Must be able to lift up to 50# coin bags

	Additional Information:
	Hours Monday – Thursday, 8:00 – 5:00
Friday 8:00 – 6:00 





How To Apply:
You may fax your resume to Human Resources at (260) 427-7187, mail a resume to the address below, or apply in person at our main office anytime between 9am-5pm Monday–Friday, located at:

116 East Berry Street

Fort Wayne, IN  46802
