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TITLE:  Deposit Services Representative  REPORTS TO:  Operations Officer 

FLSA STATUS:  Non-Exempt BRANCH/DEPT:  CORPORATE/Operations 

  

 

POSITION SUMMARY:  

Responsible for opening, maintaining and closing all account types.  Promotes business for the Bank by 
maintaining good customer relations.  May interact with customers by phone, in person or by calling on 

businesses and individuals.  Ensures all new deposit accounts are opened accurately and in a timely manner.  
Ensures printing and distribution of customer notices, invoices and checks.   Requires knowledge of Deposit 
Regulations and is required to assist in cross-training of other employees in the deposit services. 

 
 

ESSENTIAL FUNCTIONS:  

1. Assists customers with opening deposit accounts, in person, by mail or Internet and prepares 

resulting documentation for processing. 

2. Calls by phone or in person on businesses and individuals in the local community to solicit deposits; 
may interact with the local chamber of commerce, CPAs, attorneys or industrial development 
agencies. 

3. Resolves issues with customers deposit accounts, responding timely, professionally and proficiently 
to the problem at hand . 

4. In addition to opening CORE deposit accounts, creates new account paperwork for third party deposit 

brokers opening deposit accounts. 

5. Maintains existing accounts, i.e., handles change of address requests, and closes accounts at 

maturity or upon written request prematurely with penalty. 

6. Performs customer service transactions such as account holds, stop payment orders, direct deposits 
and check confirmations. 

7. Processes deposit-related wire transfer and ACH requests. 

8. Assists with electronic banking system password resets. 

9. Assists customers with electronic banking enrollment and maintenance. 

10. Is designated backup for all Administrative Assistant functions. 

 

ADDITIONAL RESPONSIBILITIES: 

1. Has responsibility for following regulatory requirements including those pertaining to the Bank Secrecy 
Act (BSA), Anti-Money Laundering (AML), Customer Identification Program (CIP), and OFAC to assist in 

the identification, detection and determent of money laundering or other unlawful activities. 

2. Functions as a team and realizes all members of the team are vital to its success. 

3. Performs other duties as required. 

 
SKILLS: 

 Detail oriented with high degree of accuracy 

 Strong verbal and written communication and organizational skills 

 Excellent listening skills 
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 TITLE:  Deposit Services Representative (continued) 

 

 

The above statements are intended to describe the general nature and level of work being performed by the incumbent 

assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties 
and/or skills required of all personnel so classified.  Live Oak Bank promotes an equal employment opportunity workplace 
which includes the consideration of a reasonable accommodation of otherwise qualified disabled applicants and employees.  
This job description does not create an employment contract, implied or otherwise, other than the employment-at-will 
relationship. 
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 Excellent understanding of deposit products and services  

 

EDUCATION: 

 College degree or like experience required 

 

EXPERIENCE: 

 A minimum of three years banking experience is required. 

 Banking New Accounts experience is required. 

 Banking Customer service and Teller experience is required. 

 

PHYSICAL DEMANDS/WORK ENVIRONMENT REQUIREMENTS: 

 Vision, hearing, speech, movements requiring the use of wrists, hands and/or fingers 

 Able to sit, stand, stoop and bend 

 The ability to work the days and hours required to fulfill the essential functions of the position 

 The ability to work long hours and be flexible in scheduling 

 Be able to multitask 

 

 
MENTAL DEMANDS: 

 Learning, thinking, concentration 

 The ability to interact with others and exercise self-control 

 The ability to work under stressful conditions, particularly in customer situations 

 The ability to make decisions and exercise discretion, when necessary 

 

 
 
 

 

 
 
 
 


