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	John Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234    

           Objective:                              Bank Teller

	 
	

	             Seeking a position as a bank teller requiring extensive experience in banking and 
             financial services and experience.
	

	
	


	Summary of Qualifications

	 
	

	• Skilled in all aspects of cash handling, issuing money orders, cashing checks, cross-selling banking products and services, and related duties.
• Well-developed communication skills demonstrated through extensive customer service, answering multi-line phones, preparing reports and paperwork, and positive interaction with individuals at all levels.
• Knowledgeable in computer operations and applications including IBM-PC, Windows 2002, and banking industry software.
• Consistently noted by supervisors for outstanding job performance, reliability, multi-task skills, efficiency, accuracy, speed, and timely completion of all assignments.
	

	
	


	Professional Experience

	 
	

	5TH THIRD BANK, Indianapolis, Indiana
	2002 - Present

	Teller / Customer Service Representative

	Initially hired as entry-level teller; promoted due to accuracy, speed, and skills. 
Teller duties consist of maintaining proper cash limits, cashing checks, accepting deposits, issuing cashier's checks, money orders, and traveler's checks, cash advances, wire transfers, transfer of funds, and paying / receiving large amounts of currency / coin. 
Customer Service Representative duties included accepting credit card and loan applications, opening and closing accounts, cross-selling and consultative sales of financial products, and maintaining up-to-date knowledge of banking services and products.
• Given certificate of appreciation for attendance at banquet in April 2006.

	
	

	LOWES HOME IMPROVEMENT, Indianapolis, Indiana    
	                 2000 - 2002

	Returns Desk Customer Service Representative

	• Responsible for taking returns, approving refunds and exchanges, entering data into the computer system, ensuring that customers with chronic returns were referred to Loss Prevention, submitting daily reports, balancing cash drawer, and customer relations.

	  
	

	MENARDS, Indianapolis, Indiana
	1998 - 2000

	Loss Prevention 

	• Loss Prevention duties. Additionally responsible for serving as Inventory Controller handling mark-ups, mark-downs, claims, transfers, and IBM data entry. Also served as Assistant Manager in Sales with supervision over 5-10 employees and special ordering responsibilities in the buyer's office.

	EDUCATION BACKGROUND
	

	Professional Training
	

	
	

	• New Accounts
• IRA Accounts
• Cross-Selling
• Banking Services
• Customer Relations

	IVT TECH COLLEGE Indianapolis, Indiana
Accounting – Associates Degree    1997                                                                            
	                                                                                                               

	                                     Go to:    http://www.resumes-cover-letters-jobs.com


	

	
	


	

	
	

	
	

	
	

	

	
	

	
	

	

	

	  
	

	
	

	
	

	

	
	

	
	



