
 

 

 

Teller Supervisor 

 

The same qualities that make Georgia Commerce Bank stand out among banks also make it a great place to 

work. If you desire a rewarding career in a professional atmosphere, are interested in participating in the 

growth of a forward-thinking organization, and are eager to provide exemplary service, you might just 

discover your career at Georgia Commerce Bank. 

 

Georgia Commerce Bank is seeking a Teller Supervisor for our Johns Creek branch. Teller 

Supervisors are responsible for the supervision of teller staff and all branch functions associated with 

processing customer transactions and providing routine bank services. The position requires strong 

leadership, organizational, and communication skills in order to motivate staff, effectively organize and 

delegate duties among staff members, and provide a quality customer service experience to every customer 

or visitor. 

 

Typical Duties and Responsibilities 

 Maintains memorable service standards, greeting customers and facilitating a welcoming and 

customer focused environment.  

 Oversees teller activities and performance. 

 Standardizes and implements policies to keep tellers efficient. 

 Coordinates tellers by assigning duties and work schedules, and by issuing instructions. 

 Trains tellers in banking procedures and customer service. 

 Resolves customer concerns. 

 Orders money supply for the Bank, counts incoming cash and keeps records of the currency and 

coin in vault. Monitors other teller supplies. 

 Responsible for vault maintenance and opening and closing of teller line. 

 Ensures that each teller submits work via branch capture. 

 Ensures each teller balances every day; provides assistance to locate any differences; and ensures 

that all differences are properly initialed and, if required reported to the branch manager or auditor 

immediately. 

 Oversees proper dually controlled daily opening of the night depository and the processing of the 

contents therein. 

 Monitors and controls all “detailed responsibilities” generally performed by tellers delegating 

those duties in a manner which will maximize efficiency of the branch. 

 Ensures that the appearance of the teller area and personnel are neat, organized, and in accordance 

with Bank policy. 

 Ensures that all negotiable and confidential records in the work area are properly secured each 

day. 

 Monitors teller’s reports of daily transactions. 

 Conducts regular unannounced audits of all vault and teller cash, maintaining a written signed 

record of each audit, reporting any exceptions to the branch manager or auditor. 

 Prepares various reports as needed such as CTRs. 

 Promotes and informs customers of the Bank’s products and services. Invites customers to talk 

about their business and discover needs that may not be currently met. Introduce and direct 

customers to the appropriate associate if the customer indicates they have interest in additional 

products and services. 

 Maintains an overall knowledge of the Bank’s products and services. 

 

Required Knowledge, Skills and Abilities: 

 Knowledge of all basic and specialized teller functions 

 Knowledge of regulatory requirements for financial transactions 

 Knowledge of supervisory practices and principles 



 Knowledge of office methods, procedures, and practices including the use of standard office and 

teller equipment 

 Skill in performing typical financial transactions and teller functions accurately. 

 Ability to effectively communicate with Tellers, Customers and Management. 

 Knowledge of basic accounting 

 Strong leadership, management, coaching and training skills 

 Problem solving skills 

 Skilled in computer software applications, including Microsoft Word and Excel 

 Experience in using online teller software  

 Cash handling accuracy. 

 

Minimum Qualifications: 

Minimum of high school diploma or GED and 2 years teller experience.  

 

Preferred Qualifications: 

 Experience in supervising and training employees as this role provides guidance to Tellers 

regarding complex customer transactions or requests. 

 Experience working with Fiserv is a plus but not required. 

 Sales experience 

Benefits Include: 

 Competitive salary 

 Company paid medical, dental, life, AD&D, short and long-term disability coverage available at 

the first of the month following date of hire. 

 401(k) plan with company match 

 Free banking  

 Paid holidays 

 Paid vacation and sick days 

 

Position Location: 

2555 Peachtree Parkway 

Cumming, GA 30041 

 

Qualified and interested candidates can submit their resumes by clicking this link.  

 

This description is intended to be generic in nature. It is not intended to determine all specific duties and 

responsibilities of any particular positon. Essential functions and overtime eligibility may vary on the 

specific tasks assigned to the position.  

Georgia Commerce Bank is an Equal Opportunity Employer of women, minorities, protected veterans and 

individuals with disabilities. It is the policy of the Bank to provide equal employment and advancement 

opportunities to all qualified individuals. The Bank does not discriminate against any qualified employee or 

applicant on the basis of race, color, sex, religion, national origin, disabled or veteran status.  

VEARRA Federal Contractor; Priority referrals of protected veterans desired. 

Equal Employment Opportunity is The Law 

Visit us online at www.gacommercebank.com 

 

https://home.eease.adp.com/recruit/?id=921091
http://www1.eeoc.gov/employers/upload/eeoc_self_print_poster.pdf
http://www.gacommercebank.com/

