
 

is  hi r ing a Bank Tel ler  Apprentice!  

J O B  D U T I E S  I N C L U D E :  

S P E A K  W I T H  YO U R  

A I K E N  W O R K S  C O U N S E L O R  T O D AY !  

A i ke n W o r k s . o r g  
 

 

  

 Represents the bank in a friendly, courteous and 

professional manner. Provides prompt, efficient 

and accurate service. 

 Uses good judgement, discretion and initiative 

regarding transactions, inquiries and/or problems. 

Direct complex matters to a supervisor. 

 Receives and verifies checks, cash, and pay-

ments using established procedures and guide-

lines.  

 Cashes checks and makes savings withdrawals 

within established guidelines. 

 Scan items and send electronically to the item 

processing department for further processing. 

 Issues Cashiers Checks and other approved ser-

vices. 

 Maintains records and prepares reports related to 

customer transactions as dictated by bank poli-

cies and procedures.  

 

 

 

 Actively supports bank-wide referral programs 

and contributes to the fulfillment of department 

and company objectives and goals.  

 Consistently promotes the bankôs products and 

services. 

 Attends all required training classes, seminars 

and meetings. 

 Balances cash daily. 

 Immediately reports problems to branch supervi-

sory personnel to ensure customer satisfaction. 

 Assists with branch opening/closing. 

 Comply with all company policies and proce-

dures. 

 Additional duties as assigned. 

 Follow all Bank Security Act policies and proce-

dures in order to assist in detecting and prevent-

ing money laundering and other illegal activities 

being conducted through the company. Issues 

Cashiers Checks and other approved services. 

. 


