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Title:  Teller I      FLSA: Non-exempt 
Reports To: Teller Supervisor     
      
 
Job Description: 

 
Provide service to Credit Union members by conducting proper transactions, and referring Credit 
Union products and services that will meet members’ needs and enhance their financial position. 
 
Standard activities include: 
 
 Provides excellent teller service that enhances the financial well being of each member in an 

environment of helpfulness and trust.  
 With guidance and direction, promotes cross sells and explains Christian Financial Credit 

Union (CFCU) products and services such as savings accounts and certificates; checking 
accounts; credit and debit cards; secured and unsecured and new and used vehicle loan 
programs; direct deposit and payment; online banking; money orders; and travelers checks.   

 Responsible for accurate, prompt, friendly, and efficient member transactions.   
 Performs routine cash receipt and payment actions in accordance with established procedures.   
 Receives checks and cash for deposit to savings, loan, and draft accounts, verifies deposit 

amounts, examines checks for endorsement and negotiability, and enters transactions via an 
on-line terminal.   

 Places hold on accounts as required.   
 Processes member withdrawals and accurately disburses funds.   
 Accountable for assigned change fund and other instruments of value.   
 Balances each day’s transactions and verifies cash totals.   
 Ensures the teller station is properly stocked with forms and supplies.   
 Reports malfunctions of teller terminal and other equipment used.   
 Counts, checks, and packages coins and currency in teller drawer.   
 Performs daily processing and balancing of checks in Check 21. 
 Performs related duties as assigned.  
 
Skills/Abilities: 

 
 Ability to interface courteously and effectively with members and other employees.   
 Ability to identify and cross sell CFCU products and services to members. 
 Basic knowledge of CFCU services and products.   
 Basic knowledge of teller debit and credit transaction concepts.     
 Ability to reason and apply basic mathematical practices.    
 Ability to operate teller terminal, photocopier, check protector, and other related equipment.   
 High level of confidentiality required.   
 High degree of accuracy required. 
 Average motor skill, finger dexterity, and verbal and numerical aptitude required.   
 
Core Competencies: 

 
 Successful completion of the following courses: 

o Professional Teller Series (CUES University) 
 Fraud at the Teller Station  
 Handling Cash for Tellers  
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 Overview of Teller Responsibilities 
 Teller Cross Selling and Up Selling  
 Teller Member Service Standards 
 Understanding Compliance Regulations 

                (Those currently in position will have up to six months to complete course work). 
 Successful completion of Credit Union core system training. 
 Annual BSA Training. 
 
Qualifications: 

 
 High School graduate 
 Cash handling and Sales experienced preferred 
 
Physical Demands: 
 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to stand or sit; use 
hands to finger, handle, or feel; use a keyboard; speak clearly and hear. The employee is also 
required to walk, reach with hands and arms; and stoop or kneel. The employee must be able to 
lift and/or move up to 30 pounds. Specific vision abilities required by this job include close vision 
and the ability to adjust and focus. 
 


