
Payment Services Assistant 

 

Role:  To provide support and backup for ACH originations, auto transfers, plastic card services, share drafts, bill pay, courtesy 

pay, EFT, accounting, and operations as needed. 

 

Duties & Responsibilities: 

 Process plastic card activities; card settlement, card ordering, file maintenance, fraudulent claims, and help with 

member’s questions or problems. Helps to minimize losses by reviewing daily fraud reports and contacting 

cardholders. 

 Process Courtesy Pay and Overdrawn accounts; review reports, mail letters, charge off accounts, and helps with 

member’s questions or problems. 

 Processing share drafts; posting of drafts, reviewing draft exceptions, draft returns, and helps with member’s questions 

or problems. 

 Helps with Bill Pay accounts; enrollment, payees, payments, stop payments, inactivity, and fraud claims.   

 Helps to process domestic and international wires. 

 Back up for ACH Processing, Daily Balancing, and helps others as needed. 

 Performs other operations and accounting duties as assigned. 

 

Expectations 

 Carryout assigned responsibilities, meets all deadlines, minimal errors, and in accordance with established policies and 

procedures. 

 To provide informed, professional, and accurate service and support to all members and associates. 

 To maintain a professional attitude, work environment, and businesslike appearance.  To communicate professionally 

and timely to management and associates. 

 

Knowledge and Skills: 

Experience:  Six months to two years of similar or related experience in financial services. 

Education:  A high school education or GED.  Knowledge of basic accounting helpful. 

Interpersonal Skills:  A significant level of trust and diplomacy is required, in addition to normal courtesy and tact.  

Work involves personal contact with others and/or is usually of a personal or sensitive nature. 

Other Skills:  Should have excellent analytical and problem solving skills, detail oriented and organized.  Should have 

strong written and oral communication skills.  Must have knowledge in Microsoft Office (Word, Excel, 

Outlook).  Must be able to operate a ten key calculator. 

 

Date Available:  Immediate 

 

Openings:  1   Full Time 

 

Job Title:  Payment Services Assistant 

 

Hours Available: 40 hours per week.    

 

Wages: Based on experience 

 

Employer:  University of Nebraska Federal Credit Union  

Contact Person:  Rnel Sohl 

Address:   1720 P Street 

Lincoln, NE  68508 

Fax:  402-472-6814 

Email:  rsohl@nufcu.org 

 

Send resume with cover letter and salary requirements. (No Phone Calls) 

 


