
Pos it ion : Full-Tim e  Te lle r 
Loca t ion : En id , Oklahom a 
De p a r t m e n t : Bookke ep ing  
Exp e r ie n ce : Min im um  of a  High  School Dip lom a requ ired ; m ust possess genera l 
m a th  skills  and  be  ab le  to  pe rform  such  accu ra te ly. 

Pos it ion  De scr ip t ion : 

Th is position  requ ires the  pe rform ance  of rou tine  du tie s to  p rovide  custom er 
se rvice  by rece iving  and  paying  ou t m on ies, se lling  m one ta ry in strum en ts, keep ing  
accu ra te  records of a ll transactions and  answering  custom er accoun t inqu irie s and  
com plying  with  bank opera tions and  secu rity p rocedures. 

Pos it ion  Re q u ire m e n t s : 

Successfu l cand ida tes will possess a  h igh  school d ip lom a , genera l m a th  skills  and  
be  ab le  to  pe rform  such  accu ra te ly. 

Fu n ct ion s  a n d  Accou n t a b ilit ie s : Includ ing  bu t no t lim ited  to . 

• Build  and  m ain ta in  exce llen t custom er re la tionsh ips; seek to  es tab lish  tru st 
and  confidence  

• Main ta in  com ple te  confiden tia lity in  a ll a reas of work 
• Cash  checks, rece ive  custom er deposits , accep t loan  paym en ts and  com ple te  

o the r transactions on  custom er accoun ts fo llowing  estab lished  p ro tocol, 
logg ing  a ll cash  transactions over $3000 

• Prepare  and  m ail CD notices da ily 
• Balance  cu rrency and  co in  in  cash  d rawers as needed  a t end  of sh ifts  

fo llowing  estab lished  p ro tocol 
• Prepare  m oney orders and  order p rin ted  checks for custom ers as requested  
• Assist with  weekly bank sta tem en ts when  ava ilab le  
• Clean  and  transfe r m oney to  head  te lle r a s requ ired . 
• Check n igh t vau lts  for deposits  following  estab lished  p ro tocol; record  and  

ve rify am oun ts 
• Answer phones, a ssisting  with  custom er in form ation  requests and / or 

d irecting  custom ers to  the  appropria te  pe rsonne l 
• Shred  ou tda ted  and  o the r confiden tia l docum en ts when  appropria te  
• Adopt and  ensu re  the  consisten t u se  of repea tab le  p rocess to  assu re  

e fficiencies  



• Acqu ire  and  dem onstra te  a  thorough  knowledge  of custom er products and  
se rvices 

• Main ta in  educa tiona l com pliance  as needed  
• Other accoun tab ilities a s requ ired  

**  Th is  p os it ion  is  su b je ct  t o  com p le t ion  o f 90-d a y re vie w  pe r iod  **  

Ap p lica n t s  m u s t  co m p le t e  a n  Em p loym e n t  Ap p lica t ion  a n d  p rovid e  a  Re su m e  
t o  b e  con s id e re d  fo r  t h is  p os it ion . 

Ap p lica n t s  a re  su b je ct  t o  b a ck g rou n d  a n d  cre d it  ch e cks . 

Ple a se  se n d  in fo rm a t ion  t o : 
Ta m i Coop e r  
Hu m a n  Re sou rce s  Sp e cia lis t  
Wisd om  He r it a g e  Ba n k  
PO Box 37 
Alva , OK 73717 

 


