
Job Description  

 

Job Title: Head Teller 

 

Reports To: Branch Manager 

 

Job Summary:  Directs, supervises, and trains the teller line to ensure efficient, sound daily 

operations in accordance with the bank’s policies and procedures while providing excellent 

customer service. 

 

 ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

1.  Leads by example in providing superior client service. 

2.  Efficiently and accurately processes deposits, withdrawals, loan payments, currency, 

official checks, and ensures that teller line adheres to overall bank policies and 

procedures. 

3.  Provides vault teller functions of buying and selling cash. 

4.  Ensures that teller cash limits and bank policies are adhered to. 

5.  Responsible for dual control of night drop, mail deposits and ATM processing. 

6.  Monitors cash in vault, orders and ships money to the Federal Reserve Bank. 

7.  Performs quarterly audits of the teller line and vault. 

8.  Managing workflow of scanning of customer documentation. 

9.  Assists tellers/co-workers with complex transactions and sensitive client 

relations/service challenges. 

10.  Strong communication and organizational skills, overall team player, positive 

attitude. 

11.  Answers the phone promptly and professionally. 

 

Must demonstrate a specialist’s approach and understanding of the Head Teller Position: 

 

1.  Must be able to perform mathematical functions and be familiar with standard office 

equipment. 

2. Must understand and be able to convey general deposit information/bank process to 

the client. 

3. Must be well versed in the operational policies and procedures of the bank. 

4. Has a thorough knowledge of an online teller terminal but must be able to become the 

expert on the bank’s teller system. 

5. Must be familiar with the bank’s products and services. 

 

OTHER DUTIES AND RESPONSIBILITIES 

 

1. Comply with all safety policies, practices and procedures. Report all unsafe activities 

to supervisor and/or Human Resources.  Must be professional in appearance and 

demeanor.  

2. Participate in proactive team efforts to achieve departmental and company goals.  

3. Perform other duties as assigned.  



4. Provide leadership to others through example and sharing of knowledge/skill.  

5. Maintains independence and objectivity in carrying out job responsibilities. 

6. Adapts to and helps others adapt to change. 

7. Balances individual goals with team goals. 

8.   Behaves according to sound ethical and legal standards. 

 

EDUCATION and EXPERIENCE 

 

Must have two years of teller experience (Lead Teller experience preferred).  High School 

Diploma or Equivalent (GED) required.  

 

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT 

 

Maintain effective audio-visual discrimination and perception needed for: 

 

1. Making observations 

2. Reading 

3. Communicating with others 

4. Operating assigned equipment 

 

Maintain physical condition appropriate to the performance of assigned duties and 

responsibilities which may include the following: 

 

1. Must be able to work under conditions which require sitting, standing, walking, 

reaching, pulling, pushing, lifting, and grasping with risk of environmental exposure to 

communicable disease.  

2. Ability to communicate effectively and sensitively with other staff members, referral 

sources. 

 

TO APPLY 

Email resumes to:  Brock.Peyer@Touchmarknb.com  

 

 

___________________________________    ________________________ 

Supervisor        Date 

 

 

 

___________________________________    ________________________ 

Employee        Date 
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