
Robert Smith 
Credit Union Teller

PERSONAL STATEMENT

Motivated and highly productive Credit Union Teller professional with a 
credit research background. Detail-oriented with strong skills in multi-
tasking and efficient management of day-to-day office operations. Adept at 
building and maintaining effective working relationships with co-workers 
and clients outstanding interpersonal skills.

WORK EXPERIENCE

Credit Union Teller
ABC Corporation -   October 2006 – February 2007 

Responsibilities:

 Assisted clients with financial transactions, including making change, 
managing withdrawals and deposits, handling loan payments, and 
responding to queries.

 Issued debit cards, maintained safe deposit vault records, and opened 
new accounts.

 Performed all credit union transactions using Simitar System and cash 
handling to ensure accuracy.

 Complied with HIPAA, state, federal and company policies related to 
regulations.

 Did deposits, withdrawals, loan payments, check cashing, etc.
 Balanced each days transactions and verifies cash totals.
 Performed a variety of member service functions such as opening and 

closing accounts.

Credit Union Teller
Delta Corporation -   2005 – 2006 

Responsibilities:

 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.

 Balance drawer daily Taking deposits and giving withdrawals Update 
member account information Filing, answering phones, greeting 
members.

 Answered basic customer inquiries regarding interest rates, service 
charges, and account histories while complying with disclosure 
requirements, .

 Greeting members as they enter the branch or drive-thru.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Process Transactional 
Skills, Team Lead, 
Multitasking, Customer 
Service.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

G.E.D
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