
Robert Smith 
Vault Teller

PERSONAL STATEMENT

Seasoned Vault Teller with high levels of integrity and accuracy that enjoys 
working in a customer-focused work environment. Dependable, punctual 
and experienced in cash handling while offering professional and courteous 
customer service. To obtain a rewarding position where my years of 
administrative experience, business management, and customer service 
will contribute to your business growth.

WORK EXPERIENCE

Vault Teller
ABC Corporation -   November 2014 – Present 

Responsibilities:

 Balanced general ledgers, performed clerical work, and provided 
excellent customer service to clients as well as coworkers.

 Informed customers about convenience options such as online banking 
and atm availability.

 Educated customers about online banking atm availability and account 
types.

 Entered customers transactions into the system to record transactions 
with precision.

 Established new customer accounts including checking, savings, lines of
credit and loans.

 Researched and resolved customer issues on personal savings, 
checking and lines of credit accounts.

 Sorted out confusions and discrepancies related to customer accounts 
and transactions.

Teller Intern
ABC Corporation -   November 2013 – November 2014 

Responsibilities:

 Cashed checks and pay out money after verifying that signatures are 
correct, that written and numerical amounts agree, and that accounts 
have sufficient funds.

 Cross-trained as customer service triage to ensure customers needs 
were handled quickly and efficiently.

 Performed teller operations including deposits, withdrawals, check 
cashing, balancing and sales referrals.

 Performed teller operations including deposits, withdrawals, check 
cashing, balancing and sales referrals.

 Answered an average of 10 to 15 calls per day by addressing customer 
inquiries, solving problems and providing new product information.

 Greeted customers entering the store to ascertain what each customer 
wanted and needed.

 This is Dummy Description data, Replace with job description relevant 
to your current role.
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CONTACT DETAILS

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

SKILLS

Excellent 
Communication, 
Banking/Financing, 
Customer Service, Sales,
Hard Worker, People , 
Punctual, Self-Starter, 
Team Player

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

High School Diploma - 2010(Maize High School - Maize, KS)High 
School Or Equivalent - 2009(Bishop Garrigan High School - Algona, IA)
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