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ALLIED FEDERAL CREDIT UNION 

Job Description 

  

Job Title:   Teller – Green Oaks Office 

Department:   Teller 

Reports To:   Branch Manager       

FLSA Status:   Non-exempt 

SUMMARY  

Examines and processes all types of member transactions received in person, by phone, or in writing.  
Responsible for the sale and tracking of monetary instruments. Responsible for large amounts of currency 
and negotiable instruments. Provides excellent member service by informing members of all AFCU 
products and services. 

ESSENTIAL DUTIES AND RESPONSIBILITIES  

The essential duties and responsibilities of this position include the following. Other duties may be 
assigned: 

 Receives checks and cash for deposit to share, checking, and other deposit accounts as well as 
payments and payoffs for loans. Verifies deposit amount, examines checks for proper 
endorsements and negotiability, and enters transaction into credit union Core system. 

 Processes member transfers, cashes checks, processes Visa and MasterCard 
advances/payments and safe deposit box rental payments and pays money from share, checking, 
and other deposit accounts upon verification of signatures and member account balances. 
Inspects all documents to determine their negotiability. Processes transactions received by mail 
and night drop. 

 Maintains sole custody of assigned cash drawer and monetary instruments, and is responsible for 
any outages that may occur. 

 Issues cashiers checks and money orders, and maintains necessary documentation related to the 
sale of monetary instruments. Issues temporary checks. 

 Images daily work and money order copies.  

 Accountable for all information pertaining to Reg CC, Bank Secrecy Act and other regulatory 
requirements. 

 Required to follow specific security procedures that pertain to cash control, fraud, robbery, and 
confidentiality. 

 Processes the closing of accounts for members using proper verification of member and 
accounts. 

 Assists members with inquiries concerning accounts, explains, promotes, and sells all AFCU 
products and services. 

 Assists with coin counting and bagging for return to the Federal Reserve. 

 Assists various other departments as requested and time allows. 

 May be responsible for all functions of either opening operations in the morning or closing 
operations at the end of the day. 

 Performs various other associated duties as assigned or required to ensure efficient operation of 
the Teller Department. 
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OTHER DUTIES OF ALL EMPLOYEES 

Represent the credit union to members in a courteous, professional manner at all times. Provide prompt, 
efficient and accurate service in processing transactions so that the result is member satisfaction. 

Greet every member with eye contact and a smile during each transaction. Thank every member by name 
at the end of each transaction. 

Arrive for work as scheduled so that service to members can begin promptly with established business 
hours; use break times responsibly by leaving and arriving as scheduled. 

Use sick and annual leave responsibly, always reporting sick leave or scheduled leave in advance. 

Promote teamwork by assisting others with work when needed or when own work is complete. 

Promote the positive image of the credit union by being well groomed and professionally dressed. 

Conduct personal financial dealings with the credit union in an unquestionable manner, including: paying 
loans on time, avoiding excessive indebtedness, not handling personal or family account transactions, and 
not writing checks against insufficient funds. 

Answer the telephone by the third ring, identifying the credit union and yourself; provide telephone support 
when needed. 

Attain and maintain working knowledge of credit union Product Profile and Policy Manual. 

SUPERVISORY RESPONSIBILITIES  

This job has no supervisory responsibilities. 

QUALIFICATIONS   

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

EDUCATION and/or EXPERIENCE  

One year of college or technical school; or three to six months related experience and/or training; or 
equivalent combination of education and experience. 

LANGUAGE SKILLS  

Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write 
simple correspondence. Ability to effectively present information in one-on-one and small group situations 
to members, clients, and other employees of the organization.  

MATHEMATICAL SKILLS  

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals. Ability to compute rate, ratio, and percent. 

REASONING ABILITY  

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 
form. Ability to deal with problems involving several concrete variables in standardized situations.  

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. 
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While performing the duties of this job, the employee is regularly required to sit; use hands to finger, 
handle, or feel; reach with hands and arms; and talk or hear. The employee is occasionally required to 
stand; walk; climb or balance; and stoop, kneel, crouch, or crawl. The employee must occasionally lift 
and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, and depth perception. 

WORK ENVIRONMENT   

The work environment characteristics described here are representative of those an employee encounters 
while performing 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 occasionally exposed to moving mechanical parts.  
The noise level in the work environment is usually low. 

While performing the duties of this job, the employee is constantly exposed to the risk of robbery and 
potential physical and/or emotional harm. 

SCOPE AND FREQUENCY OF CONTACT 

Constant contact with membership and frequent contact with other credit union staff members and 
Management. 

The above information on this description has been designed to indicate the general nature and level of 
work performed by employees within this classification.  It is not designed to contain or be interpreted as a 
comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned 
to this job. 

This document does not create an employment contract, implied or otherwise. 

 


