HAWTHORN BANK

Job Description

Job Title: 
Cash Management Assistant
Reports To: 
Cash Management Officer
FLSA Status: 
Non-Exempt

Division:
Cash Management
Department:
Cash Management
Location:
Lee’s Summit
Prepared By: 
Jill Corrigan
Prepared Date: 
01/20/12
Approved By: 
Sr. Management

Approved Date: 
01/20/12
SUMMARY

This position will process a variety of work assignments associated with the Bank’s electronic banking products and services.  This position is responsible for helping develop and market electronic banking products in the areas of corporate cash management and electronic commerce primarily to our business customers.  Work is performed within the framework of standard operating policies and procedures, however, independent judgment and discretion is required in performing assigned tasks.  Deviations from normal procedures and/or questions are referred to the designated supervisor.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Work directly with the Cash Management Officer on various compliance, security, risk and education projects.  This includes, but is not limited to, various product enhancements and/or implementations relating to new or existing products.  These projects may be a related to various regulatory agencies’ (such as NACHA, FDIC, FFIEC, and others) guidance, which may require some research and knowledge enhancement of this position from time to time.  Coordinate documentation projects, including but not limited to, preparing and distributing new contracts/agreements to various cash management customers.  Prepare reports, forms, correspondence, memoranda, spreadsheets, etc.; maintain files and records.
Support electronic banking to both customers and employees.  Assist customers with inquires or problems.
Work with Cash Management Officer and other Cash Management Representatives to sell corporate cash management services; train users; provide troubleshooting and problem resolution; notify users of software updates.

Perform data entry to update mainframe computer system; review new setups and maintenance and check reports to ensure accuracy and completeness of work performed.

Complete and submit new customer paperwork; periodically contact existing customers to gain feedback on current and potential bank service; and forward feedback information to affected bank personnel. 
Identify and manage call referrals/joint calls within the bank for other bank-related services for cross selling opportunities.

Attend meetings, training seminars, conferences, etc.; participates in professional groups and associations.

Comply with all banking regulations, policies and procedures.

NON-ESSENTIAL DUTIES & RESPONSIBILITIES include the following.  Other duties may be assigned.

Maintain education and professional expertise through attendance at job related seminars, conferences, and workshops.
SUPERVISORY RESPONSIBILITIES 

None.
QUALIFICATIONS  

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Possess a four-year college degree from an accredited college, university, or institution with the major area of study in business administration, finance, accounting, computer information systems, or other closely related field.  Formal education requirements may be substituted by the completion of an ABA (or equivalent) diploma or practical experience on a year-for-year basis.

Possess a minimum of three years of professional work experience in the area of customer service, retail banking, or comparable position.
LANGUAGE SKILLS 

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public both face-to-face and over the telephone.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

OTHER SKILLS AND ABILITIES 

Must have the ability to operate the following equipment:  telephone, PC and printer, copy machine, calculator, and fax machine.  Must have working knowledge of spreadsheet, word processing, and database software programs.  Advanced PC knowledge.  Knowledge of ATM hardware required.

KEY CONTACTS -- Internal and External

Has frequent contact with customers and vendors.  
CERTIFICATES, LICENSES, REGISTRATIONS 

Valid driver's license.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to walk; sit; and use hands to finger, handle, or feel.  The employee is occasionally required to stand; reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

COMMENTS

Position may require some travel to attend various training, educational programs, or other job related events.  Position may require the ability to work before and /or after normal business hours. 

