Members First Credit Union

Job Description

Solution Specialist I
(non-exempt)

Reports to:  Collections Manager

Position Overview:  The primary purpose of this position is to assist Members First Credit Union to deliver on its Mission to Encourage a Better Tomorrow. To achieve this mission the position must deliver high quality service to both internal and external members.

Major Functions:

· Deliver on the Credit Union’s Service Promises in every service situation

· To assist the Solution Specialist #2 and Senior Solution Specialists with processing paperwork.  

Essential Duties & Responsibilities:

· Deliver on our brand promise of We believe in you. Our promise is to be trustworthy, caring, and enthusiastic to help you succeed. Do this by living out our core values in every service contact to both internal and external members.

· Trustworthy 

· We deliver excellence through knowledge.

· We can be depended upon to do the right thing.

· We believe in exceeding expectations.

· Caring 

· We are committed to encouragement and the power of positivity.

· We respect all people, without judgment.

· We give the best of ourselves when we join together. 

· Enthusiastic 

· We are hardworking, passionate people.

· We encourage maximizing happiness and fun.  

· We thrive by finding new ways to help.

· Process Insurance verifications and add CPI / MPI to loans as necessary
· Process Garnishments

· Process delinquent loan notices
· Send out notices to overdrawn members

· Prepare files for scanning

· Prepare and file garnishments as directed

· Assist with answering telephones and making payment arrangements
· Document all arrangements and notes on Symitar Solutions system
· Filing of documents and folders

· Attend education and training functions as required

· Process credit insurance claims 

· Perform other duties, as assigned
Education and Experience:  

· Minimum high school graduate or equivalent
· Must have up to six months of similar or related experience
Interpersonal Skills:
· Courtesy, tact and diplomacy are essential elements of the job.  Work involves personal contact with others both inside and outside the organizations, generally regarding routine matters for purposes of giving or obtaining information, which may require some discussion.

Other Required Skills:
· Must have legible penmanship

· Organized

· Flexible

· Ability to operate a PC and work in Microsoft WORD and Microsoft Excel

· Ability to maintain confidentiality of member and co-worker information

Physical Requirements:

· Ability to lift up to 25 pounds

· Able to sit or stand for 2-4 hours at a time

