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J ob Description 
 

J ob Title : Member Service Repres entative 
Reports  to:  
 
Overview 
 
Our Member Service Repres entatives  are an integral part of our team. As  an MSR, 
you mus t be able to communicate effectively with pros pective and current 
members , repres enting our credit union in a  pos itive and profes s ional manner. 
You are expected to perform s ervices  to our members  with high accuracy and 
confidentiality. You mus t maintain accurate records  in accordance with credit 
union policies  and procedures . 
 
Purpos e 
 
Serve as  a  liais on between the member and the credit union. Provide account 
information by phone or in pers on, as  well as  information on the full range of 
credit union products  and s ervices . Open accounts  for members , interview and 
profes s ionally handle the member’s  daily needs . Provide a variety of trans action 
s ervices  to members  including loan proces s ing, clos ing and dis burs al. 
 
Key Res pons ibilities  
 
1. Greet and welcome members  and vis itors  to the credit union in a  
profes s ional manner. Repres ent the credit union to members  in a  courteous  and 
profes s ional manner and provide prompt, efficient, and accurate s ervice in the 
proces s ing of trans actions . Promote credit union products  and s ervices  bas ed 
on member needs  that are obtained from member interviews  and / or review or 
member’s  account.  Actively cros s -s ell products  
 
2. Res pond to members ’ reques ts , problems , and complaints , res olving 
is s ues , and/ or directing them to the appropriate pers ona for s pecific information 
and as s is tance.  May handle more complex ques tions  and problems  for other 
member s ervice representatives  or tellers . 
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3. Provide in pers on, by telephone, and in email corres pondence,  general 
and s pecific s ervice related information concerning credit union products  or 
policies . 
 
 
4. Open new accounts  and s ervice exis ting accounts .  Set up new account 
files , and provide members  with all neces s ary information for members hip. 
 
5. Handle reques ts  from members  for trans fers  of s hares  to loan payments , 
s hare withdrawals , check reques ts , CD trans actions , line of credit advances , and 
any other reques ts  received from members . 
 
6. May as s is t members  with completing loan applications .  May proces s  
loan applications , run credit reports , do preliminary debt-to-income ratios , and 
recommend loan for approval or denia l. 
 
7. Mainta in up-to-date and comprehens ive knowledge on a ll credit union 
products  and s ervices  that are handled or promoted by Member Service 
Repres entatives .  Up-to-date and comprehens ive knowledge on all related 
policies  and procedures , rules  and regulations . 
 
8. Perform duties  of Teller/ Teller Supervis or when neces s ary 
 
9. Repres ent and promote the credit union at external functions . 
 
10. Perform any other duties  reques ted by the credit union that are deemed 
neces s ary and appropriate for day to day operations . 
 
Qualifications   
 

• Relevant education and experience; highs chool diploma required 
• College education preferred.   
• A multitas ker and team player 
• Ability to work independently and with a  team 
• Amazing communication, grammar, and mathematics  s kills  
• Keen attention to detail 
• Flexibility during opera ting hours  
• Take pride in profes s ionalis m 
• Mainta in confidentiality 
• Outgoing and welcoming pers onality 
• A go-getter attitude 
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Work Conditions  and Phys ical Requirements   
 
This  job operates  in a  profes s ional office environment. This  role routinely us es  
s tandard office equipment s uch as  computers , phones , photocopiers , s canners , 
filing cabinets , and fax machines . The nois e level in the work environment is  
us ually moderate. 
 
The phys ical demands  des cribed here are repres entative of thos e that mus t be 
met by an employee to s ucces s fully perform the es s ential functions  of this  job. 
While performing the duties  of this  job, the employee is  regularly required to talk 
or hear; and s tand and walk. The employee frequently is  required to us e hands  to 
finger, handle or feel; and reach with hands  and arms . The employee may 
occas ionally lift up to 10 pounds . Specific vis ion abilities  required by this  job 
include clos e vis ion, dis tance vis ion, peripheral vis ion, depth perception, and 
ability to adjus t focus . 
 
 
Brewer Federal Credit Union promotes  an equal opportunity workplace, which 
includes  reasonable accommodations  of otherwise qualified applications  and 
employees .   


