
Robert Smith 
Teller Supervisor/Personal Banking Counselor

PERSONAL STATEMENT

Seeking a challenging and rewarding career in a diverse environment 
where my strong work ethic, education, and expertise can be used to help 
promote the mission and exceed team goals.

WORK EXPERIENCE

Teller Supervisor/Personal Banking Counselor
ABC Corporation -   September 1999 – April 2003 

Responsibilities:

 Appointed Branch Operations Manager, oversee branch operations and 
compliance.

 Maintain up-to-date checklists of all branch functions, assign specific 
duties and responsibilities to staff members, and ensure tasks are 
accurately and efficiently completed, following procedures established 
by the Senior Branch Operations Specialist.

 Rotate duties to ensure all staff members are able to perform all tasks.
 Schedule staff in the most efficient manner, insuring adequate coverage

based on customer traffic while not overstaffing.
 Ensure that staff members are familiar with all manuals and reference 

materials, forms and procedures are up-to-date, and stations are neat 
and appropriately stocked before opening for business.

 Maintain a strong knowledge of bank products, services, procedures, 
and regulatory requirements in order to assist staff members with 
questions and difficult or complex tasks.

 Review deposit holds and other infrequent or complex tasks to ensure 
accuracy prior to providing information to customers or forwarding to 
other areas of the bank.

Teller Supervisor
ABC Corporation -   1996 – 1999 

Responsibilities:

 Monitored and executed daily operations.
 Supervised tellers with balancing, procedures, goals and audits.
 Updated and monitored weekly and monthly reports.
 Formed goals for individual tellers in order to achieve branch goals.
 Traveled to other branch locations to assist in training and auditing 

challenges.
 Audited customer financial details in Y2K conversion of computer 

system.
 Coached and led employees in policies and sales..

Education

Associate in Arts in Business Administration - 2013(COLUMBIA 
SOUTHERN UNIVERSITY - Orange Beach, AL)
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SKILLS

Management, Inventory, 
Customer Service, 
Biligual in Spanish.

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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