Job Description 

Date                                             
Job Title Bank Teller
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

80%
	     

	
Standing:
10%
	     

	
Walking:
10%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	Drawers, tubes

	D.
	Fine Manipulation
	
	Keying, mousing, money handling

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	     

	J.
	Lift 01-10 lbs
	
	Receipts, checks, money, pens, tubes

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Conducts financial transactions in a bank.
Essential Functions of the Job:
Receive and pay out money in person and via bank tubing system for drive through. Keep records of money and negotiable instruments involved in a financial institution's various transactions. Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds. Receive checks and cash for deposit, verify amounts, and check accuracy of deposit slips. Enter customers' transactions into computers to record transactions and issue computer-generated receipts. Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers and calculators.  
Types of Machines, Tools, Special Equipment:

Computer, calculator, banking tubes, printer, copy machine, money counter, microphone, scanner
Vehicles or Moving Equipment Operated:

None
