
PACIFIC CASCADE FEDERAL CREDIT UNION
Member Services Representative

Job details
Salary: $15.15 - $22.73 an hour
Job Type: Full-time

Job Description:

To assist members and potential members with their telephone requests; explain
services, respond to problems, and direct phone calls to the appropriate area(s).

Essential Functions & Responsibilities:
C 70% – Assist members and potential members with their telephone requests;

answer questions about products and services and resolves problems that are
within their authority to resolve; refer problems that are beyond their authority to
their supervisor, along with their recommendations.

C 15% – Perform clerical related duties and tasks related to the processing of
member share and loan accounts.

C 5% – Maintain and update member account information on computer system.
C 5% – Assure that appropriate member account records are maintained and

required reports are prepared.
C 5% – Complete all assigned Bank Secrecy Act (BSA) Training annually and

complete other training as assigned specific to the position. Perform other
related duties as assigned.

Performance Measurements:
C Provide prompt, accurate, courteous, friendly, and professional phone service to

all members and potential members.
C Accurately and efficiently receive calls and effectively troubleshoot the purpose

of the call or direct the call to the appropriate person or department.
C Accurately process member transactions.
C Maintain a professional appearance and atmosphere for the department.
C Successfully recommend a new product or service when the opportunity is

presented.
C Answer all incoming calls no later than the third ring.
C Stay current on all applicable credit union policies and procedures.
C Actively participate in Credit Union promotions and outside activities to promote

the credit union.
C Demonstrate the willingness to work in a team environment.

Knowledge and Skills:

Experience: One to three years of similar or related experience.
Education: High school education or GED.
Interpersonal Skills: 



C Work involves contact with persons beyond immediate associates regarding
routine matters for the purpose of giving or obtaining information which may
require some discussion.

C Outside contacts take the form of service to the public (members or vendors),
requiring ordinary courtesy in providing assistance and information.

Other Skills: 
C Demonstrate excellent written and verbal communication skills.
C Demonstrate organizational skills, paying attention to detail when following policy

and procedures.
C Knowledge and proficiency with Windows operating systems, word processing,

Internet, and e-mail applications.
C Current knowledge of credit union products and services.

Benefits:

C 401(k)
C 401(k) matching
C Employee assistance program
C Employee loan discounts
C Flexible spending account
C Health insurance (Medical, Dental, and Vision)
C Life insurance
C Paid time off
C Parental leave
C Referral program
C Tuition reimbursement
C Vision insurance

Physical Setting: Office
Schedule: 8 hour shift; Monday to Friday
Ability to commute/relocate: (This is NOT a remote position)

This Job Description is not a complete statement of all duties and responsibilities
comprising the position.


