POSITION TITLE:  
Proof Operator/Operations Assistant 

REPORTS TO:
        
Operations Manager
CLASSIFICATION:   
Exempt 

REVISED:          
September, 2018
SCOPE: 

Reporting to the Operations Manager, the Operations Assistant is responsible for the Bank’s general ledger and accounting issues including managing reconcilements in a centralized environment.  Primary responsibilities include general ledger, accruals, daily reconcilements and complete month-end close.
ACCOUNTABILITIES: 

Proof Operation:  40%

· Responsible for accurate and timely balancing and error correction of all teller transactions.  

· Run NSF and un-posted items.

· Balance general ledger accounts (including non-posted transactions)

· Prepare and process the Fed check adjustments and outgoing cash letter.
· This position will process many of the check functions for the Bank.  This may include items such as reject processing or returned items. This person will assure that such items are in balance, and will reconcile entries and make any necessary corrections.

· Responsible for receiving and sorting bulk files and statement sorts for proper statement cycle distribution, and for preparing customer checking and savings account statements.
· Load all proof runs into core and verify the loaded totals.

· Complete required data entry and reject corrections.

· Verify that all items on daily work sheet have been completed.

· Clean proof/sorter machine weekly.
Accounting and Finance:  40% 

· Assist with completing various reports for internal and external use. This includes the Call Report. 

· Responsible for assisting the Operations Manager with the general ledger system of the Bank. This will include the need for any additional accounts, changes in categories, and the output reports.  Additionally, this person is responsible for month-end close and pre-paid accrual accounts. 

· Responsible for assuring that all application and general ledger systems are balanced in a timely manner. Will make certain that all appropriate general ledger accounts are assigned to the appropriate staff for reconciling. 

· Responsible for supporting the President and Operations Manager with accounting issues including integrity of the general ledger accounting.  This will include the need for any additional accounts, changes in categories, and the like.  

Reconciling:  15%

· Responsible for preparing the daily reports. 

· Responsible for supporting many of the accounting functions of the Bank.  This will include reconcilement of Bank accounts such as the bond accounting and non-posts.
Other Duties:  5% 

· As part of the overall team of Bank employees, this position may be requested to assist in the support of other Bank activities.
· Assist IT Manager with any technology issues at the Bank.

· Function as IT back up when necessary.
COMPETENCIES:

Accounting:

· Must clearly understand accounting and finance in a Bank environment.  Must be able to understand and complete various internal and external reports.

Analysis:

· Ability to identify a problem, gather pertinent information and break the problem into manageable segments for resolution.

Attention to Detail: 

· Regard for important details to assure accuracy in every transaction performed; detect errors; follow through on corrections and details. 

Change Management: 

· Must embrace change. Must see change as opportunity. Must be willing to express and support management's ideas to affected staff.

Oral/Written Communication skills: 

· Must be able to communicate thoughts clearly, both orally and written.  Must be able to communicate throughout the organization and to all levels of staff. 

Operations: 

· Must understand all aspects of operational issues within a community Bank environment. 

Team Player:

· Must view oneself as part of an overall team.  This includes supporting others throughout the entire Bank to achieve the overall goals of the Bank.

Time Management:

· Ability to effectively manage one’s time to complete work according to established deadlines.  The ability to prioritize tasks to make the best use of time for high priority tasks.

EDUCATION AND SPECIAL REQUIREMENTS: 

· A two year degree in business, finance or related field or equivalent experience.

· 3-5 years experience in Bank operations. 

· Must be able to work under stress and handle difficult situations.

The above statements are intended to describe the general nature and level of work being performed by the person assigned to this position.  They are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.  Further, this job description is not intended to limit or in any way modify the right of any supervisor to assign, direct and control the work of any employee under his/her supervision.  I further understand that employment is at the will of the employer and either the employer or the employee may at any time terminate the employment with or without cause.  I further understand that no representations, promises or commitments made by supervisors or other company representatives relating to this position or duration of employment are binding on the company.

Acknowledgement:

I have read and I understand this job description.  I confirm that I can perform the duties as stated for this position.  (If applicable)  I request an accommodation to enable me to perform the function of ____________________________________________________________________.

________________________________________

_______________________

Employee Signature





Date

_________________________________________

________________________

Manager Signature





Date

Job Description subject to change at any time at the discretion of management.
