
 
 

Bank Secrecy Act (BSA) Administrator 
 
Fox Communities Credit Union is an over $1 billion in assets community based credit union that  

prides itself on being a progressive, member-owned, full service financial institution dedicated to 

serving the community. 

 

We currently have a career opportunity in Appleton for a Full-time BSA Administrator! 

 
The BSA Administrator at Fox Communities Credit Union is responsible for the reporting to and 

staying current with FinCEN regulations regarding BSA, review and develop procedures and 

policies to comply with BSA and to communicate with internal staff, vendors, authorities and 

auditors regarding all aspects of BSA.  

 

Responsibilities/expectations of this position include but are not limited to: 

 

 Act as a leader within the BSA department by providing support and training to team 

mates.  

 Create and/or update BSA procedures. 

 Identify and recommend changes to create efficiencies and ensure compliance with BSA. 

 Become knowledgeable in all aspects of the BSA software (Verafin) and its capabilities.  

Recommend workflow and changes to configurations to ensure software efficiency. 

 Research accounts for suspicious activity and make recommendations for the filing of 

SAR's within the required timeline.  

 Investigate anti money laundering (AML) alerts in the BSA software (Verifin) by 

researching account activity, creating cases and saving supporting documentation within 

the software.  

 Ensure the accurate and timely filing of all BSA forms, currency transaction reports 

(CTR's) and suspicious activity reports (SAR's) within the department.  

 Identify and monitor High Risk Accounts and perform and document enhanced due 

diligence efforts.  

 Make recommendations for the configuration of acceptable account activity for 

businesses or individuals that fall out of the parameters of the normal activity when 

necessary and document the reasons for doing so.  

 Track, file and review CTR exemptions; respond to FinCEn 314 requests; report OFAC 

matches and make recommendation to block or reject necessary transactions.  

 Work with other departments when researching fraud and other suspicious activity. 

 Perform risk assessments of the CU products, services and locations in regards to BSA. 

 Prepare documentation for audits of the BSA program. 

 Keep manager informed of any issues affecting the department or staff. 
 

 

Candidates for this position should possess: 

 3-5 years of similar or related experience 

 Excellent written and verbal communication and interpersonal skills. 



 Knowledge of MS Office programs. Advanced knowledge of Excel.  

 Ability to prioritize work and meet deadlines in a fast paced environment. 

 Ability to work independently and as part of a team. 

 Supervisory experience and knowledge of Verafin software is a plus. 

 

Staffing for this position is typically between the hours of 8a.m. – 5p.m. Monday through Friday 

with occasional flexibility required due to business needs. 

 

Fox Communities Credit Union believes our employees are our most important asset. We 

offer a great team environment, competitive salary and an excellent benefit package 

which includes, medical, dental, vision, life, short term and long term disability 

insurance, 401k and paid time off! If you are enthusiastic about a rewarding career with 

a successful & growing credit union, please complete an online application and/or submit 

your resume and salary requirements to: 

Human Resources 

Fox Communities Credit Union 

3401 E. Calumet St. 

Appleton, WI  54915 

Email:  hr@foxcu.org 

www.foxcu.org 

 

Equal Opportunity Employer of Minorities, Females, Protected Veterans, and Individuals 

with Disabilities. 
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