BT AN

Position Title: Personal Banker
Category: Non-Exempt
Reporting Responsibility: Reports directly to Retail Operations Officer
Position Hours: 8:00 a.m. to 4:30 p.m. Monday through Friday
7:30 a.m. to 12:00 p.m. every 4" Saturday
Position Summary:
A Personal Banker is responsible for assisting current and prospective customers with
guestions regarding Washington State Bank products and services while providing
exceptional customer service and building strong customer relationships. This position is
responsible for opening and maintaining deposit accounts in accordance with bank
procedures and Customer Identification Program (CIP) requirements and maintaining a
strong working knowledge of all deposit and ancillary products.
In addition to Personal Banker responsibilities, this position is expected to regularly
perform Teller functions to support branch operations and customer service needs. The
Personal Banker must be able to accurately process transactions, adhere to operational
procedures, and provide a high level of service whether serving in a Personal Banker or
Teller capacity.
Success in this role requires strong communication skills, professionalism, attention to
detail, adaptability, and the ability to effectively serve customers through in-person,
telephone, email, and digital communications.

Essential Functions:

e Strong knowledge of current product lines and customer base.

e Knowledge of ownership and fiduciary types.

e Process transactions accurately and efficiently, including deposits, withdrawals,
loan payments, CD purchase and redemption and check cashing.

e Ensure compliance with the bank’s operation, security and control policies and
procedures, preventing fraud and protection customer assets.

e Adhere to all procedures stated in the Teller Difference policy.

e Issuing and redeeming certificate of deposits.

e Opening new or changing existing deposit accounts.

e Opening new or changing safety deposit box lease agreements.

e Provide customer service for Debit Card and ATM products.

e Provide customer service for the Banno, Mobile Banking and Remote Deposit
product, including but not limited to new user setup, resetting locked accounts
and user questions.

e Provide customer service for Washington State Bank Visa Credit Card product.

e Provide customer service of the Gift Card and Travel Card product.

Knowledge, Skills and Abilities:




e Must communicate effectively and professionally with customers, coworkers,
management, and third-party vendors while providing exceptional customer
service through in-person interactions, telephone conversations, email, and
written correspondence.

e Must be able to utilize a PC and applicable software.

e Must be able to navigate the internet and digital banking platforms.

e Must have strong knowledge of the bank’s core operating system.

e Must be able to work effectively as both a Personal Banker and Teller based on
branch staffing and operational needs.

e Maintain a professional appearance and positive attitude while representing
Washington State Bank.

Minimum Qualifications:

e High school diploma or general education degree (GED); or one to three months
related experience and /or training; or equivalent combination of education and
experience.

e Prior experience with the general public (customers) is a plus.

This job description in no way states or implies that these are the only duties to be performed by the employee(s) incumbent in this
position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties
requested by any person authorized to give instructions or assignments.

All duties and responsibilities are essential functions and requirements and are subject to possible modification to reasonably
accommodate individuals with disabilities. To perform this job successfully, the incumbents will posses the skills aptitudes and
abilities to perform each duty proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to
the health or safety of themselves or others. The requirements listed in this document are the minimum levels of knowledge, skills
or abilities.

This document does not create an employment contract, implied or otherwise, other than an “at wil

"

relationship.



