REPUBLIC FIRST BANK


JOB DESCRIPTION

	TITLE: Bank Teller
	DEPARTMENT: Retail Banking

	EMPLOYMENT STATUS:  Full Time
	FLSA STATUS:  Non-Exempt

	GRADE LEVEL:  1

	REPORTS TO:  Branch Manager
	EFFECTIVE DATE: 2009


OBJECTIVE:  To provide outstanding, friendly and professional customer service while processing customer transactions accurately and efficiently.
ESSENTIAL FUNCTIONS

The following is a list of essential functions, which may be subject to change at any time and without advance notice.  Management may assign new duties, reassign existing duties, or eliminate a function.

· Accurately process deposits, withdrawals and payments.

· Cross sell/cash traveler's checks, money orders, bonds, or cashier's checks

· Accounts research on the bank system, place holds on accounts, transfer funds on-line and process miscellaneous items.

· Balance cash drawer daily, accurately and efficiently
· Understand bank products and respond appropriately to customer inquiries regarding products; refer to CSR as appropriate
· Understand Retail Banking policies and procedures for position and ensure compliance 
· Providing superior customer service by exhibiting a friendly and professional demeanor at all times; Answer telephone in a professional manner.

· Accept assignments as required to maintain adequate staffing levels throughout branch system.
· Other duties as assigned
REQUIREMENTS/QUALIFICATIONS

Education and Experience: High school diploma or equivalent required; Banking experience preferred. Cashier, sales, customer service experience preferred.
Skills and Competencies:

· Proven customer service ability
· Strong math aptitude
· Strong basic computer skills
· Good communications skills

· Ability to perform job functions accurately and with attention to detail

· Ability to multi-task and remain organized

· Ability to maintain confidential customer and Bank information in a responsible and secure manner

WORKING CONDITIONS

Traditional retail office environment 
PHYSICAL DEMANDS

Republic First Bank promotes an equal opportunity workplace, which includes reasonable accommodations of otherwise qualified disabled applicants and employees.  Please contact Human Resources with questions regarding the physical demands of this position.

· Lifting/carrying up to 10 lbs.

· Manual dexterity for computer work and cash handling

· Speaking, hearing and vision are essential to performing job functions accurately
EMPLOYEE ACKNOWLEDGEMENT:

I acknowledge that I have received and read my Job Description.  I further understand that my job or position may change at any time with or without an updated job description and additional instructions from my supervisor/manager may substitute for an updated description.  I further acknowledge that questions about my job, job description or job performance should be directed to my manager/supervisor or the Human Resources Department.
______________________________________________

Employee Name (Please Print)

_____________________________________________

___________________________

Employee Signature





Date

______________________________________________

Supervisor Name (Please Print)

_____________________________________________

___________________________

Supervisor Signature





Date






_________________________________________________________________________________________________________

Republic First Bank descriptions are neither implied nor explicit employment agreements or contracts.  The above description represents the essential functions of the position, requirements/qualifications, work conditions and physical demands at the time of the effective date, but any or all aspects of the description are subject to change at anytime and without advance notice.


