
PEOPLES BANK AND TRUST COMPANY 

JOB DESCRIPTION 
 

JOB TITLE: Data Processor 

DATE: 3/31/2017  

DEPARTMENT: Data Processing 

REPORTS TO: Data Processing Manager 

STATUS:  Non - Exempt 

 

SKILLS REQUIRED:  Must have the basic banking concept of debits and credits.  Ability to 

perform repetitive keystroke movements at a high level of speed and accuracy.  Ability to work 

independently with minimal supervision in a centralized area with negligible distraction.  Must 

be computer literate, including knowledge of Microsoft Excel and Word. Must be able to think 

fully through management like decisions before acting when working alone. Must be able to 

work closely with management and other bank personal to provide assistance in using the Bank’s 

core processing system. Ability to multi-task, work independently, prioritize and problem solve. 

Handle sensitive and confidential information with discretion. 

 

JOB SUMMARY:  Responsible for administering and processing core banking systems in an 

efficient and accurate manner. Responsible for overseeing system functions including daily 

processing of all banking transactions.  

 

PRIMARY DUTIES: 

 

1. Maintain confidentiality of customer transactions and Bank records. 

2. Knowledgeable of banking laws and regulations and Bank policies and procedures, 

including BSA and Check 21. 

3. Receive/send/process/verify ACH files for both internal applications as well as ACH 

origination customers through FedLine, including Same Day ACH. 

4. Receive and process ATM transaction reports and transactions daily; Update ATM 

network with offline balances and prepare for dayend processing and online status after 

dayend processing. 

5. Receive/process/verify incoming return items/Fed letter from MIB/FED. Send processed 

items back out through MIB/FED 

6. Verify/correct/transmit remote deposit/proofwork submissions throughout the day. 

7. Receive and process internal GL transactions. 

8. Process Regulation E letters daily. 

9. Verify and archive reports daily. 

10. Perform dayend processing as well as preparation and performance of yearend processing 

11. Process/send internal files to appropriate outside vendors 

12. Process and print interest checks, notices, coupons books, statements 

13. Build monthly statement calendar, verify statement cycle daily. 

14. Process ATM service charge refunds monthly. 

15. Core administrator, maintain control files and perform mass changes with the help of 

Microsoft Excel 

16. Create and print mailing labels for various departments as needed using Core Director, 

Microsoft Excel, and Microsoft Word. 

17. Assist various departments in researching problems with Core Director, place services 

calls as needed. 

18. Assist in yearly upgrade of core systems. 

19. Performs other tasks as required by supervisor as they relate to the bank and its 

functions. 



 

 

EDUCATION REQUIREMENTS:  Requires a high school education or equivalent work 

experience that demonstrates the ability to read, write, interpret, and apply instructions to 

perform the required activities.  Should have strong mathematical aptitude and the ability to use a 

10-key calculator.  Manual dexterity 

 

 

PHYSICAL REQUIREMENTS:  Must be able to perform repetitive key-stroke functions for 

long and sustained periods of time.  May be asked to help move heavy items from time to time. 

Must be able to operate office machines. 

 


