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Job Description Form

Job Title:


Teller








Revised Date:


January 3, 2008





Department:


Branch







(
Exempt

(
Non-Exempt

(
Full-time
(
Part-time


(
Temporary Full-time
(
Temporary Part-time

Job Reports To:

Head Teller






Job Summary (Briefly describe what the position was created to accomplish.)

Receives and pays out money.  Keeps records of money and negotiable instruments involved in a financial institution’s various transactions.
Major Responsibilities/Tasks (List in order of importance the essential functions of the job and the approximate percentage of time spent on each of the activities; describe what must be accomplished, not how it must be done; include supervision or management responsibilities, quality standards, physical, mental, and perceptual functions of the job.)

Arranges monies received in cash boxes and coin dispensers according to denomination.
Balances currency, coin, and checks in cash drawers at end of shifts and calculates daily transactions using computers, calculators, or adding machines.

Cashes checks and pays out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.

Counts currency, coins, and checks received, by hand or using currency-counting machine, in order to prepare them for deposit or shipment to branch banks or the Federal Reserve Bank.

Counts, verifies, and posts armored car deposits.

Prepares and verifies cashier’s checks.

Processes transactions such as term deposits, retirement savings plan contributions, automated teller transactions, night deposits, and mail deposits.

Explains, promotes, or sells products or services such as travelers’ checks, savings bonds, money orders, and cashier’s checks, using computerized information about customers to tailor recommendations.
Other duties assigned by supervisor or banking officers.

Minimum Requirements (Include education, experience, special skills, and licenses or certifications required.)

High school diploma.

Good computer skills.
Good math skills.  Typing skills of at least 35 wpm.

Knowledge:

Knowledge of computer hardware and software, including applications.

Skills:

The ability to add, subtract, multiply, or divide quickly and correctly.  

Communicating effectively in writing as appropriate for the needs of the audience.

Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions, or approaches to problems.

Understanding the implications of new information for both current and future problem-solving and decision-making.

Equipment Used:

Desktop computers
Additional Comments:
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