
Robert Smith
Senior Head Teller

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Certified Housing Choice Voucher Specialist Knowledgeable bookkeeping and accounting specialist
with experience in government service, banking and retail sales. Strong background in team 
leadership, coaching, and customer service. Skilled in the professional use of Microsoft Office, 
Quickbooks, and MCS.

SKILLS

Lots of computer skills, money handeling, customer service.

WORK EXPERIENCE

Senior Head Teller
ABC Corporation  2007 – 2011 
 Reviewed daily transaction reports and financial data; balanced daily transactions, researched

and corrected errors, and ensured accuracy in all reporting.
 Controlled the security and movement of cash and coin in the branch Provided approval for 

payment checks, ensured an adequate supply of funds on site, and monitored vault access.
 Supervised and coached a team of 4 branch tellers providing account maintenance services 

to personal and small business bank customers.
 Cross train on sales Deepen client relationships by effectively executing all services and 

referring bank products while achieving goals through daily sales activities and branch sales 
promotions.

 Coordinated work schedules and assignment of responsibilities for the teller team.
 Trained tellers on job functions, bank processes, and customer service standards.
 Served customers as needed, including resolution of complaints and other issues, and worked

to ensure the day-to-day delivery of great customer experience.

Head Teller
ABC Corporation  2006 – 2007 
 Performed as a team member while coordinating the work flow.
 Ensured all monthly reports were completed and turned in on time.
 Performed monthly teller audits, as well as monthly vault balance.
 Processed personal and commercial deposits, loan payments, checking and savings 

withdrawals.
 Maintained cash drawer limits at all times, as well as maintained a balanced drawer.
 Answered customer inquiries that could be resolved in the teller line.
 Opened new accounts Issued travelers cards, gift cards, cashiers checks and money order..

EDUCATION

Associates in Business - (Kaplan University online)
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