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SUMMARY:  The Digital Services Specialist I is responsible for servicing Sun Federal’s ACH Program.  Additional key responsibilities include:  Overdraft Privilege program administration, Wires, XA Funding, Check Clearing, and Dormant Account and Escheat processing.  Has a primary focus on completing processes with excellence to build and maintain member relationships.  Accurately completes processes on schedule and handles exceptions.  Assists with member and internal staff service and provides assistance over the phone, via email or by completing requests in the operations queue.  Stays informed of new developments, procedures, and enhancements by interacting with other departments and key vendors that include Corporate One, Fiserv Spectrum, Epcor, and JMFA.
ESSENTIAL DUTIES & RESPONSIBILITIES: Employee must effectively carry out the following essential duties and responsibilities of this position in a manner that consistently demonstrates Sun Federal’s mission, values. and culture.  Other duties may be assigned.
1. ACH Program Servicing 
a) Identifies account abuse (ex: continual NSF activity, negative account balances, etc.) and alerting the Risk team, makes recommendations to determine an appropriate course of action for resolving these issues. 
b) Gathers all necessary documents for the annual ACH Audit. 

c) Receives and understand NACHA Rules, reviewing current year rule revisions.  Recommends policy changes and updates procedures.  
d) Stays abreast of and promptly informs management and staff of all ACH procedure changes.

e) Assists in determining product or program changes needed due to new regulations or risk. 
f) Attends ACH training regularly on both receiver and origination activities. 
g) Participates on Merger Teams to review reports/tasks and monitor, post, reject transactions, as needed.  Oversees the retirement of merged Routing and Transit numbers.
2. ACH Receiver Program 
a) Reviews the ACH exception report and either posts or returns items based on reason code. 

b) Completes the daily accounting entries including the posting and reconciling of clearings, rejects and returned items; updating and balancing all ACH Federal Reserve clearing sheets; balancing any related general ledger account. 

c) Balances and submits daily returns to comply with federal regulations.  Responsible for returning incorrect ACH pre-notes.  
d) Processes all Treasury Reclamations. 
3. ACH Origination Program
a) Approves and generates NACHA files. 

b) Collects data to compile ACH origination monthly reports for transaction volumes by dollar amount and item count, return activity for exception, administrative, unauthorized, and overall return rates and NOC activity and the percentage of the deposit base that is linked to ACH origination activity.

c) Understands the risk exposure of ACH origination.  Follows the risk analysis and underwriting procedures for new and ongoing Originator relationships and follows the determined exposure limits.

d) Reviews member accounts for adequate funds prior the ACH item being originated.

e) Identifies account abuse (ex: continual NSF activity, negative account balances, etc.) and alerting the Risk team. Makes recommendations to determine an appropriate course of action for resolving these issues. 

4. Account Servicing
a) Overdraft Privilege Monitoring:
i. Responsible for JMFA application administration, including adding/deleting users, modifying notices and maintenance development and design.  
ii. Generates and mails program welcome letters, negative balance notices and 60-day report to deliver to the Risk team. 
b) ACH & Credit Card Funding for Xpress Account Opening:

i. Reviews, creates, and uploads daily ACH transmission file.
ii. Reviews, creates, and posts daily Credit Card transmission file. 
c) Exception Payrolls:
i. Receives and verifies payroll and direct deposit listing. Deposits check to appropriate GL and deposits funds to member accounts.

ii. Comparing payroll listing to system, makes necessary changes, additions, and deletions to payroll deductions.

d) Dormant Account and Escheat Process:
i. Monitors dormant accounts and closes out those with a zero balance, monthly. 
ii. Sends the official 5-year OUF-8 notification, tracks responses, provides reports to Branch Managers. 

iii. Completes the annual escheat process and account reporting to the State of Ohio.
e) Monitors deceased member accounts and sends notification to the Risk Department. 
f) Processes the ANR requests in a timely manner and assists member through the account changes.
g) Responsible for daily administration and tracking of all court issued payments such as garnishments and levies.
h) Provides 1099-INT copies and corrected statements to members and IRS. 

i) Enters Corporate Check, member check and ACH stop payments. Performs check research with Corporate One and makes adjustment entries. 
j) Oversees the foreign deposit and hold process. 

k) Processes and mails out child support checks, monthly.

5. Back-up Responsibilities
A. Wire Activity Administration:

a) Is a lead member of the wire team maintaining dual control and separation of origination and verification duties following assigned limits for both domestic and international wires.

b) Accurately posts wire transactions to member accounts for incoming and outgoing activity.

c) Ensures proper instructions have been completed and are accurate and verified. 
d) Collects and enters Month End tracking figures for the Operations Dashboard.  

e) Maintains audit records for all wire activity and is an audit contact. 

f) Maintains credentials and expertise on vendor’s software and stays informed of changes.
B. Account Servicing Backup:
a) Primary back-up for Share Draft program which includes processing returns and reviewing exceptions, stop payments (corporate checks and member drafts) and meeting return deadlines.  

b) Reviews the Address Change Report daily, follows red flag rules, updates system flags, and notifies necessary departments.
c) Reviews vendor reports for email address changes. 
d) Handles all returned mail and bad address processes for Spectrum statements, delinquency notices, debit cards and credit card statements and card renewals.
e) Initiates the daily CRIF ACH file that funds indirect loan deals.  
f) Processes the daily Cash Letter return process for all deposit channels and methods that include branch, mobile, shared branching, ITM and ATM deposits.  Researches and debits/corrects accounts and submits eligible items for redeposit.  Informs the Risk team of any fraud or negative account situation.   
g) Monitors reports and conducts Certificate maintenance, daily. 

h) Supports business continuity required processes, have VPN access and remote access to internet with internet access at home to perform processing duties.  
i) Serves as backup for Operations staff as a phone agent including, but not limited to, online banking, mobile, bill pay, credit and debit processes.
j) Stays abreast of all Operational program changes, new developments, new or revised policies and procedures and enhancements. 
k) Responsible for organizing, conducting, and reporting on various projects as assigned.
Promote Individual and Credit Union Success 
a) Lives, supports and demonstrates Sun Federal’s mission, vision and values.  Provides extraordinary service to internal and external members by consistently following Sun Federal’s Service Behaviors.

b) Makes a positive contribution to business plan objectives and goals.

c) Understands and adheres to all policies, procedures, and regulations.

d) Demonstrates professionalism in dress, tone, flexibility, and communication.

e) Consistently acts as part of a cohesive team, demonstrating excellent interpersonal skills and the ability to interact positively with other employees.  Maintains open and respectful communication with other departments. Handles conflict directly and discreetly.

f) Shows empathy and respect in all interactions with members, internal and external.

g) Takes ownership of job duties as assigned or needed.  Participate in assigned projects and training in a meaningful and positive way.  Assists in the training of less senior staff.
h) Recommends and develops process improvements and procedures to enhance productivity and improve service.

PERFORMANCE MEASUREMENTS

1. ACH and Account servicing processes are performed effectively and in accordance with established policies, procedures and legal standards.
2. Documents, files, records and reports are current, correct and completed on time.  All reporting functions are in compliance with government regulations.  
3. Accounting or record keeping errors or discrepancies are promptly identified and resolved.  Processes and procedures are modified to ensure effective and efficient service delivery.  
4. Members and internal members are professionally and effectively served.  Assistance is courteously provided and their questions or problems are carefully reviewed and promptly resolved.
5. Good communication and collaboration exists between departments.   
6. Professional business relations exist with members, internal members, and key vendors.
7. Management is notified of significant problems.
QUALIFICATION REQUIREMENTS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of knowledge, skill and/or ability required.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.  The individual must be able to successfully pass background checks.
Education/Certification:
High School diploma or equivalent. Must attend annual and required training for ACH receiver and origination activities. Must complete and maintain AAP certification. 
Required Knowledge:
Complete knowledge of and compliance with the following rules, regulations and laws; NACHA Operating Rules and Guidelines, BSA/AML, OFAC, Code of Federal Regulations (Green Book) ,  Reg E, Reg CC, Reg GG, Uniform Commercial Code Article 4A, Truth in Savings and Certificate and account deposit rules and holds.  Understanding of Credit Union information systems and accounting functions.  Strong understanding of member service principles.  Broad industry knowledge plus an in-depth understanding of Sun Federal’s services, Credit Union operations and related laws and regulations.  
Experience Required:
Three to five years’ of ACH or Operations experience in a financial institution.  
Skills/Abilities:
Strong member service skills and willingness to assist others.  Able to communicate complex information clearly.  Attentive to detail.  Strong problem-solving skills.  Able to coordinate well with other departments and personnel.   Able to navigate multiple systems and use all related software applications.

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION

Finger Dexterity:
Using primarily just the fingers to make small movements such as typing, picking up small objects, or pinching fingers together.

Talking:
Especially where one must frequently convey detailed or important instructions or ideas accurately, loudly, or quickly.

Average Hearing:                              Able to hear average or normal conversations and receive ordinary information.

Repetitive Motion:                                   Movements frequently and regularly required using the wrists, hands, and/or fingers.

Average Visual Abilities:
Average, ordinary, visual acuity necessary to prepare or inspect documents or products.

Physical Strength: 
Sedentary work; sitting most of the time.  Exerts up to 10 lbs. of force occasionally. 
WORKING CONDITIONS:
Ability to handle stressful situations as they occur.  No hazardous or significantly unpleasant conditions (such as in a typical office).  

MENTAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION

Reasoning Ability:
Ability to apply common sense understanding to carry out detailed but uninvolved instructions and to deal with problems involving a few variables.

Mathematics Ability:
Ability to perform basic math skills including adding, subtracting, multiplying, and dividing two-digit numbers.  Ability to perform simple algebra.

Language Ability:
Ability to read a variety of books, magazines, instruction manuals, atlases, and encyclopedias.  Ability to prepare memos, reports, and essays using proper punctuation, spelling and grammar.  Ability to communicate distinctly with appropriate pauses and emphasis; correct pronunciation (or sign equivalent) and variation in word order; using present, perfect, and future tenses.
JOB DESCRIPTION INTENT & PURPOSE
Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified employees are selected.  They are also essential to an effective appraisal system and related promotion, transfer, layoff, and termination decisions.  Well-constructed job descriptions are an integral part of any effective compensation system.  

All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral tasks, only incidentally related to each position, have been excluded.  Requirements, skills, and abilities included have been determined to be the minimal standards required to successfully perform the positions.  In no instance, however, should the duties, responsibilities, and requirements delineated be interpreted as all inclusive.  Additional functions and requirements may be assigned by managers as deemed appropriate.  

In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals.  However, no accommodations will be made which may pose serious health or safety risks to the employee or others or which impose undue hardships on the organization.

Job descriptions are not intended as and do not create employment contracts.  Sun Federal maintains its status as an at-will employer.  Employees can be terminated for any reason not prohibited by law.
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