Waukesha State Bank

Customer Service Representative
Retail Department 

Summary: Customer Service Representatives (CSR’s) drive customer service excellence by building relationships while processing transactions and opening/maintaining personal & business accounts. CSR’s exude professionalism and are role models of accuracy, organization, and attention-to-detail. This employee must stay current on bank policies & procedures and assist the branch office in reaching sales goals by having a good understanding of the bank’s products and services and having needs-based/collaborative interactions with customers. CSR’s contribute positively to their home office’s day-to-day operations and remain flexible to assist regional partner offices, as needed. Waukesha State Bank’s philosophy is to promote from within - growth and advancement opportunities are readily available and encouraged.
Business Hours:  Full Time/ Hourly: 8:30 AM-5:30 PM Monday – Friday & 8:30 AM-12:00 PM Saturdays
Essential Duties and Responsibilities:
· Provide exceptional service to build and maintain customer relationships.
· Establish and maintain knowledge of the bank’s policies & procedures and products & services.
· Ensure accuracy and attention-to-detail when processing transactions and completing account documentation.
· Consult and advise customers on bank products and services - uncovering opportunities to cross-sell and make referrals to other bank service areas.
· Address and assist with customer concerns in a professional and tactful manner. 

· Help create and maintain an atmosphere of teamwork and professionalism.
· Assist with opening and closing duties within the office and operational tasks as needed.
· Maintain discretion and confidentiality related to customer and bank information.
· Support community banking and represent WSB in a professional and ethical manner. 
· Create and maintain an atmosphere that upholds our corporate values.
Qualifications:
· Retail customer service experience
· Experience with cash handling and balancing.
· Desire to have one-on-one, consultative sales experiences with customers. 
· Flexibility and the ability and means to travel to assist regional partner offices 
· Ability to present a professional and conservative image.
· Critical thinking skills and the ability to multi-task

· Excellent Oral and Written communication skills
· Open availability between business hours and additional as needed.
· Desire to excel in a community bank environment and contribute to the long-term success of the organization.
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 frequently required to stand (in front of a computer); talk or hear via phone or in person; and use hands to handle, or touch objects or controls such as a keyboard. The employee is occasionally required to sit or walk. On occasion the incumbent may be required to stoop, bend, or reach above the shoulders. The employee must occasionally lift up to 25 pounds or 50 pounds with assistance. Specific vision abilities required by this job include close vision, color vision, depth perception, and ability to adjust focus.

Work Environment
Only those present in a normal office setting, no known significant hazards. 

The above statement reflects the general details necessary to describe the principal functions of the occupation describes and shall not be construed as a detailed description of all the work that may be inherent in the occupation.

Employee Signature & Date: ​​​​​​​​​​________________________________________________________________________
