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Position Title: Universal Banker  
Reports to: Assistant Banking Office Manager 
Pay Status: Non-Exempt, Full-Time,  

Location Maple Avenue Location, Zanesville 
 
This position, as well as all North Valley Associates, is responsible for carrying out the Bank’s mission 
statement: 

Our Mission: Building Better Communities 
“We will build better communities by helping our neighborhoods and small businesses grow and prosper 
through the delivery of quality financial services.” 

Summary of Position:  
The Universal Banker (UB) serves as an experienced and versatile banking professional, capable of 
handling a broad range of transactions and customer needs. UBI team members are trusted to perform 
advanced account maintenance, oversee daily operations, and contribute to branch success through 
superior service, sales support, and operational accuracy. 

Key Responsibilities 

Customer Service and Transactions: 

• Perform all CSR responsibilities.  
• Work exception logs and resolve discrepancies. 
• Renew CDs and amend customers’ accounts.  
• Handle travel notifications and follow-up with new customers. 
• Other duties as assigned 

Account and Card Services: 

• Review/sign checks up to $5,000 for Large Deposit holds.  
• Order checks, balance Cash Recycler if applicable.  
• Open personal accounts and perform Accu Scanning.  

Operational Duties: 

• Balance ATMs and perform daily reconciliation.  
• Escalate complex requests to Personal Banker or higher-level staff.  
• Perform account overrides when necessary.  
• Assist with signing official checks after 90-day review and approval period.  

o Secondary signing authority up to $50,000 
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Skills & Qualifications: 

Required: 

• High School diploma or equivalent.  
• Proven success in a CSR or equivalent role.  
• Strong organizational and multitasking abilities. 

Preferred: 

• Two or more years of retail banking experience.  
• Knowledge of compliance and banking regulations.  

Product Knowledge:  

• Checking Accounts 
• Savings Accounts 
• Certificates of Deposit (CDs)  

Lending Authority: 

• No lending requirements 

Physical Requirements: 

This position operates in a professional office setting. Regularly requires standing for extended periods, 
reaching, bending, and lifting up to 25 lbs. 

Reasonable accommodation may be made to enable individuals with disabilities to perform the essential 
functions of this position in accordance with applicable laws and organizational policy. 

This description has been reviewed and approved by the following:  

 
_______________________________________   
Printed Name 

 
_______________________________________  ____________________ 
Signature       Date 

 
_______________________________________  ____________________ 
Management Signature     Date 

 
_______________________________________  ____________________ 
Human Resources Signature     Date 
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