
WELLS RIVER SAVINGS BANK 
Customer Care Center Representative 

 
POSTING DATE:  01/31/2020     CLOSING DATE: 02/29/2020 

Department:   Customer Care Center 
Reports to: Customer Care Center Manager 
Supervises: N/A 
Summary: Provides customer service at the Retail level in accordance with Bank policies    

and procedures.   
Job Requirements: 

➢ High School diploma or equivalent 
➢ Good interpersonal communication and computer skills 
➢ Adaptability to working in the various functions of the department 
➢ Basic knowledge of computer and phone operations, as well as the ability to 

operate standard office equipment 

Specific Job Functions 

➢ Demonstrate knowledge of Bank operation, policies, procedures and compliance 
regulations 

➢ Answer phones, respond to customer requests, research, and resolve customer issues 
and follow up if warranted 

➢ Perform and check maintenance for various applications: such as the core systems, 
ATM/Debit Cards and Online/Telephone Banking 

➢ Review various reports for example: Online/Telephone banking transfers, deposit 
maintenance, Debit card, one-time transfer, & cross applications 

➢ Verify information on various customer forms and applications and update customer 
information as needed in the appropriate computer system 

➢ Possess the knowledge and expertise to utilize the technology and numerous systems 
used by the Bank  

➢ The ability to cross sell different bank products that will meet the customer’s needs.  
➢ Accepts responsibility to stay abreast of all Federal and State laws, and compliance 

regulations governing the bank in general, and as they pertain to the job function in 
particular. 

➢ Perform other duties as assigned  

Wells River Savings Bank is a mutual savings bank with associates working in our seven offices 
in the Connecticut River Valley. We are an Affirmative Action EEO employer and provide 
opportunity for all, without regard to race, gender, color, religion, national origin, marital 
status, sexual orientation, gender identity, age, veteran status, military service or obligation, 
disability, genetic information, pregnancy, citizenship, HIV-positive status, crime victim status, 
or any other protected characteristic under applicable laws. We offer an excellent work 
environment while providing opportunities for our associates to learn and grow. 
 


