


• Processes requests from members for transfers of shares to loan payments,

share withdrawals, check requests, CD transactions, line of credit advances, and

any other requests received from members. Serve as a back-up to the teller

role as necessary.

Required Skills & Abilities 

• Strong written and verbal communication skills, with the ability to effectively

interact with members and team members
• Ability to interpret policies, procedures, and lending guidelines
• Comfortable presenting information to individuals and groups
• Proficient in basic financial calculations, including interest, percentages, and

loan-related figures
• Ability to analyze and solve problems involving multiple variables in structured

situations
• Proficiency in Microsoft Office Suite and Fiserv XP2 (or similar systems)
• Strong attention to detail and organizational skills

Education & Experience 

• Associate degree in business, finance, or a related field, or equivalent

combination of education and experience
• 6 months to 1 year of related experience in lending, banking, or financial

services preferred
• NMLS registration required (or ability to obtain)

Salary Range: (Hourly) 

$24.00 - $36.00 

Email resume to: humanresources@novation.org 

Your financial partner for life 


