Banking Division: Administrative Assistant

Salary Range: $35,00.00 - $39,759.40

About Us

The Mississippi Department of Banking and Consumer Finance (DBCF) regulates, supervises
and safeguards financial institutions chartered and licensed in Mississippi. With a vision of
excellence in financial supervision, DBCF conducts examinations of all state-chartered banks,
thrifts, credit unions, independent trust companies, mortgage lenders, small loan companies,
insurance premium finance companies, motor vehicle sales companies, pawn brokers, title
pledge lenders, consumer loan brokers, check cashers (payday lenders), money transmitters,
credit availability companies, and debt management service providers. DBCF's examinations
ensure these industries are in compliance with Mississippi's laws designed to protect its citizens.
DBCEF also participates in programs to educate Mississippi's consumers on financial literacy and
provides a consumer complaint resolution process.

DBCEF is currently seeking an Administrative Assistant to join our Banking Division.

Why Work for DBCF?

The State of Mississippi offers a comprehensive benefits package to every employee, which is
detailed on our Careers page. In addition to this benefits package, DBCF also offers:

e Competitive salaries with a defined career ladder that outlines potential benchmarks,
promotions, and raises

e Annual paid training and certification opportunities. Examiners will have the opportunity
to acquire or attend the following:

o Certifications:

DBCF


https://dbcf.ms.gov/careers/

* Administrative Services Certification Program (ASCP)
= Basic Supervisory Course (BSC)
= Executive Services Certification Program (ESCP)

o Training:
= MSPB
= CSBS

DBCEF offers a challenging work environment, a career development program, and the
opportunity to promote the safety and soundness of financial institutions chartered in the state of
Mississippi.

Job Description

The administrative assistant performs a variety of complex administrative duties in developing
and implementing Banking Division programs. The work involves responsibility for analyzing
administrative issues and requires independent judgment in interpreting, and applying statutes,
regulations, and policies.

Key Duties and Responsibilities

e Reports to Director, Banking Division

e DBCEF Correspondence emails

e Banking emails- Dividends, branch requests, RADD emails, complaints

e Prepares and distributes exams, visits, and targets

e Maintains bank information and executive management contacts

e Records exam, visit, and target information (S&S, Compliance, Outreaches)
e Prepares dividend approvals

e Manages approval process for branches, LPOs, and DPOs, mergers and conversions,
parity requests, future expansion, ORE, and amendments to charters and articles

e Monitors and distributes RADD documents
e Updates quarterly call reports and emergency preparedness documents

Qualifications

DBCF
e Requires a high school diploma or equivalent and 3-5 years’ experience.



Minimum Requirements

Education and Experience

e Requires a high school diploma or equivalent and 3-5 years’ experience.

AND

Experience:

Three to five years of experience of administrative assistant experience.

Knowledge and Skills

e Proficient in the use of Microsoft technologies (e.g., Word, Excel, PowerPoint, Outlook,
SharePoint, and Teams).

Working Conditions and Requirements

e All candidates must currently reside in or be willing to relocate to Mississippi.

e All candidates must possess a valid driver’s license and reliable transportation as
overnight travel during the week is required.

e All candidates must undergo a criminal background and credit report check.
e An in-person interview is required to be considered for this position.

e This is a non-remote position.
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