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POSITION DESCRIPTION
POSITION TITLE:       

Universal Banker II

DEPARTMENT: 

    
Retail Banking
REPORTS TO:         

Branch Manager                

SALARY GRADE:  


27

SUMMARY:  The Universal Banker position is one suited to an individual who is committed to a career where they can make an impact in their community.  This is a holistic position requiring a friendly, energetic, versatile, sales savvy, tech fluent leader who is committed to embracing the vision and values of Adirondack Bank.  This person will be responsible for providing customers with an exceptional banking experience; establishes new deposit and loan relationships for both existing and potential customers; providing a smooth transition to customers who need to be referred to another line of business for satisfaction of their needs; processing Teller, Vault and ATM transactions in a timely and accurate manner; adhering to all pertinent policies and procedures as well as regulatory requirements; handling the supervisory responsibilities of the branch; required to attain established goals. Must possess knowledge of all applicable consumer compliance regulations. 
ESSENTIAL DUTIES:

· Developing/Building Relationships

· Fully understand the products/services of ADK

· Follow ADK/Fairmont sales flow

· Satisfy requests for new deposit accounts

· Handle customer objections

· Handle requests for new loans

· Identify and satisfy cross-sell opportunities

· Make sales referrals to other lines of business as appropriate

· Participate in joint sales calls with business partners

· Know the competition

· Conduct all required customer follow up

· Conduct outbound call programs that support sales initiatives

· Providing Exceptional Customer Service

· Build rapport by being friendly, reliable, informative & trustworthy

· Handle incoming calls following ADK’s standard greeting

· Respond to service inquiries regarding existing accounts

· Conduct creative problem solving for customers

· Accurate processing of teller transactions

· Conduct appropriate customer retention efforts

· Understand the importance of confidentiality and protecting customer information

· Operations

· Adherence to the Policies & Procedures of Adirondack Bank to include those of the Retail Bank, Lending, BSA, Risk, Security and more

· Comply with all regulatory requirements

· Participate in the proper opening and closing of the branch

· Conduct monthly branch audits and security reviews as required

· Avoid errors & omissions that result in being reported for Deposit and/or loan exceptions – then clear those exceptions in a timely manner

· Comply with teller difference standards

· Comply with branch cash level requirements

· Handle the balancing of teller drawers, vault and ATMs

· Handle the processing of night depository transactions

· Leadership

· Direct supervision and coaching of employees in the Universal Banker I position

· Reward & Recognize high performing members of the team

· Ensure team participation in training & development opportunities

· Complete branch staffing schedules at least one month in advance

· Community

· Volunteer to participate in ADK sponsored events

· Participate in community events that provide networking opportunities

· Belong to a group or organization that impacts your community

· Required to attend or participate in necessary compliance training, including but not limited to BSA, Security, Information Technology, OFAC, Privacy and applicable BVS courses.
· Perform other duties as assigned. 

Skills & Behaviors:


Interpersonal skills

Friendly


Focused


Flexible


Adaptable - multitasking

Analytical – monitoring & measuring


Creative

Decision making skills


Ability to Plan & Organize

Efficient


Empathetic

Ethical & Trustworthy

Effective Time Management


Effective written & verbal communications


Active listening

POSITION REQUIREMENTS:

· Notary Public

· NMLS registration

· BVS Training as assigned

· High School Graduate or GED equivalency

· Minimum of an Associate’s Degree in Banking/Finance or related field

· Minimum of 1- year cash handling experience

· Minimum of 1- year customer service experience

· Prior sales experience preferred

· Minimum of 1 - year supervisory experience

· Must be able to lift coin and/or currency with a potential weight of up to 40 lbs.
Other expectations include:
· Must have the ability to travel on a regular basis for training and meetings

· Must be willing to adhere to dress code as established for the work location

· Must embrace the vision and values of Adirondack Bank

