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BRANCH MANAGER II without Lending
Salary Grade 8 

Since its inception in 1973, the shareholders and management of NBT Financial Bank (NBT) have maintained the same long term vision for the bank. We are a locally owned, independent, community bank that intends on providing prompt, courteous service to our customers, and looks to establish long term relationships with those we serve.

NBT is a community bank, which means we believe in serving and supporting the markets where we are located.  NBT Officers are required to take an active role in the communities they serve.  This includes joining local civic organizations that are created to work towards the public good, often through volunteer work, advocacy, or community service.  Examples of a civic organization may include, but not limited to, one of the following:  Lion’s Club, Rotary, Junior Achievement, local Chamber, Meals on Wheels, etc.  NBT encourages Officers to take an active role on boards of your local civic organization if the opportunity arises.  Officers are also expected to attend any of the community events in their market that NBT has sponsored.  These are great opportunities for NBT employees to serve our communities, while also spreading NBT’s brand.   The level of an Officer’s community involvement will be measured and evaluated in conjunction with their annual performance evaluations.   

Classification:		Exempt
Reports to:		FVP/Asst. Cashier

Summary/Objective
The Branch Manager is responsible for the operation of new accounts function, teller function, and safe deposit box function.   The new account function includes CD and IRA accounts, delivering accurate, efficient and professional service to customers, the administration of Debit Card operations and maintaining operations and records in a manner which meets bank as well as legal and regulatory requirements.

Primary Responsibilities:
· Oversee all operations of the branch. No lending

Essential Functions
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
1. Selects, trains, leads and evaluates staff to ensure a high level of productivity and to develop individual capabilities.
2. Organizes and directs work of department.  Assigns tasks, ensures timely and accurate output and maintains established controls.
3. Maintains written policies and procedures which are utilized for training, guidance and reference. 
4. Ensures accurate, efficient and professional service to customers.
5. Performs any departmental task as necessary.
6. Ensures operations meet legal and regulatory requirements. Participates in bank-wide compliance program ensuring compliance and documentation in assigned area.
7. Maintains current knowledge of regulations and laws affecting job.  Attends bank related meetings, seminars and schools.
8. Performs primary wire transfer as it relates the Branch Operation functions to include obtaining agreements, taking wire instructions and performing call back verifications.
9. Performs primary responsibility for bank’s security at the Branch Level
10. Performs primary responsibility for branch’s Compliance Coordinator
11. Maintain good public relations for NBT with community involvement
12. Make calls on potential and existing customers for Business Development

Other Activities and Functions
Branch Duties
1. Maintain Opening and Closing Procedures various days of the week and weekend.
2. Supervise branch activities for special promotions and projects.
3. Facilitate employee training in Bank Policy, Procedure and Regulations.
4. Conduct staff meetings.
5. Set work schedule.
6. Approve invoices for payment.
7. Attend applicable Management meetings.
8. Perform Security Audit.
9. Complete security checklist and send to Cashier on a monthly basis.
10. Maintenance of teller equipment, combinations and building.
11. Add and remove Officers from alarm system.
12. Primary contact for all branch vendors.
13. Responsible for collecting Vendor Management documentation on branch vendors.
14. Responsible for ordering branch supplies.
15.  This position has no lending.

Officer Duties
1. Handle customer complaints and inquiries.
2. Handle customer relationships.
3. Review daily officer morning reports.
4. Advise customers where possible, on business management and financial matters.
5. Develop new business by contacting prospects and customers.  Also, cross-sell bank services.
6. Participate in community affairs to increase the bank’s visibility and to enhance new business opportunities.
7. Serve as a contact officer for borrowing and non-borrowing customer for matters relating to other bank services.
8. Ensure the protection of the bank’s interests in matters of adequate documentation and adherence to bank policy and the various laws and regulations applicable to department operations.
9. Work NSF list.

Personal Banker Duties
1. Back up teller functions.
2. Perform Cash Audits.
3. Perform daily balancing of cash vault and ATM.
4. Review and approve miscellaneous entries, cash outages and teller transactions over teller limits.
5. Perform cash exposure audit and surprise cash audits.
6. Maintain teller keys and combos.
7. Review mail/night drop log monthly to ensure completeness.
8. Perform quarterly audits and route to Internal Auditor.
9. Oversee cash shipments and cash ordering.
10. Back up new account functions. 
11. Oversee next day review for new accounts, all maintenance performed and documents properly scanned.
12. Oversee deposit exceptions to ensure they are resolved in a timely manner.
13. Monitor past due safe deposit boxes and coordinate with Deposit Operations Officer for drilling.

HR Duties
1. Supervise branch personnel.
2. Assist Human Resource Officer in hiring new employees.
3. Recommend employee discharges and discipline.
4. Conduct Annual Reviews.
5. Schedule vacations.
6. Review and approve timecards.

Supervisory Responsibility
The Branch Manager is responsible for the supervision of all Personal Bankers.

Work Environment
This position operates in a professional environment in the branch bank lobby. This position routinely uses standard office equipment such as computers, phones, photocopiers, and filing cabinets.
 
Travel
Minimal travel is expected for this position.

Position Requirements
1. Must be able to work with confidential information.
2. Ability to work with equipment including calculator, ATM machine, copier, computer, printer, coin sorter and wrapper, telephone, and scanner.
3. Must be flexible to handle with conflicting demands on time by customers, officers and employees, daily work, and telephone calls.
4. Must be systematic and organized in order to effectively perform the variety of tasks the position requires.
5. Must be a loyal team worker; one who is willing to help others, both within the department and in other departments.
6. Must have a pleasant demeanor and effective communications in working with officers and employees, the public, and vendors.
7. Must be dependable in both attendance and punctuality.
8. Must be willing to take initiative to learn new tasks and accept new responsibilities.
9. Bilingual preferred.

Physical Demands
The physical demands described here are representative of those that must be met be an employee to successfully perform the essential functions of this job.
1. The employee will frequently sit or stand for extended periods of time and must be able to remain in a stationary position.
2. The employee will frequently move about inside the office setting to access office equipment, file cabinets, etc.
3. The employee will frequently communicate and interact with bank staff and customers and must be able to exchange accurate information.
4. The employee will occasionally be required to move bank/office equipment weighing up to 50 pounds across premises.



Required Education and Experience:
· High School Diploma or degree preferred.
· Three to five years prior banking experience.
· 4+ years of personnel management.
· General banking knowledge including but not limited to the knowledge of loan operations, new account operations, teller operations, safe deposit boxes and wired transfers.
· Ability to work with highly confidential information.

Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employees for this job.  Duties, responsibilities and activities may change at any time with or without notice.

NBT Financial Bank is an equal opportunity/disability/protected veteran status employer. 
A disabled individual requiring reasonable accommodation shall not be denied the opportunity due to a disability. The applicant should contact Human Resources if reasonable accommodation is required during the application process at (817-752-2303).

All offers for employment with NBT Financial Bank are contingent upon the candidate having successfully completed a criminal background check. NBT Financial Bank will consider qualified candidates with criminal histories in a manner consistent with the requirements of applicable local, state, and Federal law, including Section 19 of the Federal Deposit Insurance Act.
If interested please email resume to nbthrdept@nbt.bank.   
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