
POLICE FEDERAL CREDIT UNION 
Position Description 

Title:   Assistant Branch Manager 

Reports to:  Branch Manager 

FLSA Status:  Exempt 

 
Organization Conformance Statement: In the performance of their respective duties and 
responsibilities all employees are expected to conform to the following: 

• Work independently while understanding the necessity for communicating and coordinating work 
efforts with other employees and management. 

• Perform quality work within deadlines with or without direct supervision. 
• Interact professionally with other departments, employees, customers, members, and 

management. 
• Work effectively as a team contributor on all assignments and have general knowledge of Police 

Federal Credit Union’s operations and services. 

Position Purpose: This position is responsible for assisting the Branch Manager in overseeing the 
member service staff ensuring policies and procedures are performed accurately and efficiently. 
Incumbent will lead by example, training, coaching, and monitoring the staff on products and 
services, account transactions, loan applications, account openings/closing, ordering checks, 
ATM maintenance, corrections and problem solving within established federal rules and 
regulations, credit union policies and procedures with the expectation of meeting or exceeding 
individual and branch organizational, financial, operational, service, and growth goals. Also, 
performs a broad range of branch/teller activities in person or by phone, email, fax, or online. 
Responsible for all aspects of IRA Accounts, providing information to members, creating new 
accounts, service existing accounts ensuring information is entered accurately in IRA system and 
have a thorough knowledge of required documentation for IRA compliance. Processes monthly 
RMD distributions and yearly IRA reporting. Incumbent will have lending authority. 

Essential Duties and Responsibilities:   The following are the essential duties and responsibilities 
of the position: 

1. Greet and welcome members and visitors to the branch in a professional manner, assuring 
operations staff provides prompt, efficient, accurate and excellent service to internal and external 
members.  

2. Train, coach and monitor member service staff to effectively perform in-person and/or incoming 
and outbound calls to members providing service related information, how to conduct loan 
interviews, submit loan requests by phone or in person, collection of all loan documentation needed 
for loan disbursal and/or further review by loan officer ensuring members are contacted by phone 
or email to schedule loan disbursal as well as cross selling additional credit union products. Has 
lending authority. 
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3. Monitor the staff’s scanning and filing of daily account documentation received through 
account opening process, updated member requests received via regular or electronic mail.  

4. Monitor branch activity, including number of teller transaction, teller errors, loan volume, staff’s 
sales goals, call logs and new accounts preparing reports to be reviewed with individual employee 
and -Branch Manager during monthly “one-on-one” meetings. 

5. Develop and manage monthly schedule for tellers and branch operations to ensure adequate 
staffing levels at all times. 

6. Review staff’s monthly on-boarding process for new membership accounts and provide monthly 
reporting to Branch Manager. 

7. Responsible for monitoring the review of all new membership applications and account updates for 
compliance. 

8. Assist Digital Member Service Representatives by monitor calls received as needed. 
9. Evaluate the job performance of member service staff to ensure quality of work and service to 

members.  
10. Ensure that individual and branch monthly goals for new membership, loan products, direct deposit, 

checking accounts and additional products and services are achieved. 
11. Provide reports regarding feedback on outbound calls to Branch Manager weekly or as required.  
12. Maintain an up-to-date and comprehensive knowledge on all member service-related policies and 

procedures, rules, and regulation, with particular attention to the Bank Secrecy Act, Patriot Act, and 
robbery procedures ensuring staff accurately follows these procedures.  

13. Assist Branch manager and COO on updating policies and procedures. 
14. Liaison with MD, DC, and Academy Branch. Provide backup assistance to other branch locations and 

may function as Teller or Head Teller on an as needed basis, filling in during peak coverage or 
shortages. 

15. Manage the security and safety of the branch, to include but not limited to: opening and closing of 
the branch, cash vault, member documents and the automated teller machine (ATM).  Analyze and 
monitor security and safety policies and procedures on an ongoing basis. Ensure that staff receives 
on-going training on security and robbery procedures. 

16. Promote the CUNA Mutual Lender Development Program to Credit Union staff and members. 
Monitor key products and sales within branch to ensure profitable and sound business practices 
and a high quality of service for all members. 

17. Responsible for ensuring staff achieve a branch minimum volume participation rate set by 
management for loan protection products, GAP Protection and Mechanical Repair Coverage. 

18. May be expected to provide support after hours and on weekends for all branch locations. 
19. Perform other duties as assigned by management. 

Qualifications: Incumbent will have a Bachelor’s degree in Business Administration preferred or 
equivalent combination of education and experience. Incumbent will have a minimum of three 
(3) years’ experience as an Assistant Branch Manager with knowledge and experience in training, 
coaching, monitoring, and supervising a staff in a credit union and/or financial environment with 
demonstrated sales skills in consistently leading a team to meet sales/production goals. 
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• Experienced in a Centralized Lending branch environment and related service to members. 
• Experienced in processing account transactions, loan applications, and new accounts, ability to 

problem solve within established policies and procedures, while maintaining compliance of all 
state and federal regulations and laws ensuring compliance with all governing regulations, 
especially Bank Secrecy Act requirements including Currency Transaction Reports and monitoring 
and reporting as appropriate any suspected suspicious activity, and knowledge of Office of Foreign 
Asset Control (OFAC) requirements as it may relate to the lending functions, ability to recognize 
cues for sales opportunities and identify unexpressed need to ensure quality service to members. 

• Ability to calculate figures and amounts such as discounts, interest, percentages required, 
proficient knowledge of MS Office software, specifically in the areas of Word, Excel and Power 
Point. 

• Highly organized, detail oriented professional. 
• Excellent aptitude of computer skills using Microsoft Office. 

Work Site: Although the central offices for Police FCU are located in Upper Marlboro, employees may be 
required to report for work at other branch locations on an as needed basis.  

Overtime/Shift Work:  Employee may be required to work overtime, late or early shift work as the need 
may arise for the credit union. 

Signature: Your signature below constitutes an understanding of the requirements, 
essential functions and duties of the position. 

 
Manager_______________________________________________ Date_____________ 

 

Employee_______________________________________________ Date_____________ 
 


