BRIDGEVIEW BANK GROUP
JOB DESCRIPTION
Job Title

Personal Banker

Reports to

Branch Manager

EE
Type

Non-exempt – Band 2

POSITION PURPOSE

The Personal Banker is responsible for attracting, retaining, and expanding client relationships through
outreach, relationship building, and cross selling activities while delivering an exceptional customer experience.
Responsible for completing all operational processes in a timely and proficient manner while ensuring
compliance with policy and procedures.
COMPETENCIES

Communication
Good listening skills; asks questions to ensure understanding. Explains reasoning behind own opinions. Shares
knowledge, demonstrates openness and honesty. Writes and speaks effectively, states own opinions clearly &
concisely.
Cooperation & Teamwork
Works harmoniously with others to get the job done, responds positively to instruction or procedures. Shares
critical information with everyone involved in a project or work duty. Helps to set a tone of cooperation within
the work group. When appropriate facilitates discussion before decision-making process is complete.
Diversity
Treats all people with respect; values diverse perspectives. Shows sensitivity to individual differences.
Participates in diversity training initiatives
Initiative & Work Ethic
Takes personal responsibility for the quality and timeliness of work, and achieves desired results. Adapts to
changing business needs, conditions, and work responsibilities. Builds and maintains customer satisfaction with
the products and services offered by the bank. Earns others’ trust and respect through consistent honesty and
professionalism in all interactions. Displays commitment and willingness to do what it takes / drive to excel
Focuses on results and desired outcomes and how best to achieve them. Gets the job done. Maintains
composure in highly stressful or adverse situations
PRINCIPLE ACCOUNTABILITIES
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Uncover customer needs and identify cross sell opportunities that increase bank growth and seeks
optimum fit between customer financial services needs and bank products.
Accurately communicates all existing bank products to customers.
Comprehensive knowledge of products, services, and all bank systems necessary to perform job duties.
Ensures understanding of new bank products offered prior to marketing of the products.
Follows up with bank customers to ascertain that everything was done to the customer’s satisfaction.
Prepares loan papers, debits and credits, signature cards, CD’s, IRA’s etc.
Helps resolve customer concerns and any complaints in an efficient manner. Researches bank records
to resolve problems to the customer’s satisfaction.
Ensuring compliance with appropriate bank, regulatory agencies and legal requirements.
Completes additional responsibilities as assigned to contribute to the overall profitability of the location.

