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Credit Union Teller with 5+ years of experience in Ensuring compliance with all 
internal controls and established policies and procedures. Responsible for daily 
closeout procedures.

APRIL 1995 – APRIL 1997
CREDIT UNION TELLER - ABC CORPORATION

 Represented the Credit Union in a courteous and professional manner 
Performed routine member transactions including deposits, withdrawals, cash 
advances, loan payments, transfers and check cashing, coin machine 
transactions, movie tickets, amusement park tickets.

 Provided members with the forms necessary to transact business with the 
Credit Union Provided members with the proper receipts Maintained adequate 
supply of travelers checks, official checks, money orders, movie tickets, 
amusement park tickets.

 Verified transactions, Monitored deposit amounts, and examined documents for 
endorsement and negotiability.

 Balanced daily transactions and verifies cash totals.
 Represented/explained Credit Union services and products to members.
 Used Excellent communication skills Professional appearance, dress and 

attitude Good math skills Ability to operate related computer applications and 
other business equipment including adding machine, copy machine, telephone, 
computer, and cash counter Good typing skills Strong analytical and problem-
solving skills Ability to travel to any of the branch locations at any time for any 
reason on a temporary or permanent basis.

 Conducted credit union transactions for members those of which included check
cashing, deposits, transfers, loan payments, wire and etc.

1990 – 1995
CREDIT UNION TELLER - DELTA CORPORATION

 Supervised the union members financial transactions.
 Provide exceptional service to members daily in the processing of transactions 

including; cashing checks, accepting cash and check deposits, manage.
 Responsible for cash draw management and adherence to specified drawer 

maximum amounts as defined in company policy Preform specified transactions
to.

 Member deposits, withdrawals, transfers, loan payments Check cashing, money 
orders, filing, answering &amp; directing calls Opening &amp; closing accounts.

 Answered basic customer inquiries regarding interest rates, service charges, 
and account histories while complying with disclosure requirements.
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 Greeting members as they enter the branch or drive-thru.
 Help members manage their accounts by depositing or withdraws.

EDUCATION

High School Diploma In General

SKILLS

Microsoft Word, Monitoring Skills, Customer Service.
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