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COBIZ BANK 
JOB DESCRIPTION 

 

Position Title:   Teller I Reports To:     Teller/Financial Services/ 
                         Operations/Branch               
                          Manager                

Effective Date:   December 1999 
Revised:             April 2012 

Department:   Financial Services/Bank 
                         Operations 
Pay Grade:      2N 

 
General Purpose:  
 
Assists in the efficient administrative operations of processing commercial financial 
transactions and providing quality service to commercial banking customers. 
 
Essential Functions: 
 
♦ Processes all work through Teller Capture System. 
♦ Receives and processes deposits from banking customers. 
♦ Cashes checks or other negotiable instruments. 
♦ Sells and processes foreign currency, foreign draft orders, traveler’s checks and 

cashiers checks.   
♦ Processes credit card advances. 
♦ Handles incoming and outgoing collection items. 
♦ Balances cash drawer to ensure accurate cash position. 
♦ Redeems U. S. Savings Bonds. 
♦ Processes coin and currency orders. 
♦ Exercises awareness in regard to suspicious activity, money laundering or fraudulent 

behavior as it relates to cash transactions, new account relationships, international 
wires and overall transaction activity and documents any such behavior so SAR 
filings can be considered. 

♦ Ensures compliance with all regulations including but not limited to BSA, Reg D, 
Reg E, Reg P, Reg CC, Reg DD and unclaimed Properties. 

♦ Ability to work Drive up Facility. 
♦ May greet and refer customers to appropriate department or individual based on 

customer need. 
 
Other Functions: 
 
♦ May assist manager with teller cash audits. 
♦ May prepare proof work for delivery to Proof department 
♦ Other duties as assigned. 
 

--Employees are held accountable for all duties of this job-- 
Supervisory Duties: 
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Direct Reports:    0    Indirect Reports:    0  
 
 
Job Qualifications: 
 
Knowledge, Skill and Ability: 
 
♦ Effective communication skills. 
♦ Ability to count coin and currency 
♦ Ten key and data entry skills. 
 
Education or Formal Training:   
 
♦ High School Diploma or equivalent.  
 
Experience: 
 
♦ Six months previous cash handling experience. 
♦ Previous experience in a customer service or administrative support position. 
♦ Ten-key experience. 
 
 
Working Environment / Physical Requirements/Activities: 
 
Must have the ability to operate ten-key with hands and the ability to use and type on 
computer keyboard and standard typewriter.  Must also have the physical ability to use 
the telephone.  Must understand questions/concerns raised by parties involved, in person 
and over the telephone.  Must be able to read job-related documents. Required sitting or 
standing for up to eight hours or until completion of assigned shift.  Required repetitive 
motion of hands and wrists.  Must have the physical ability to stoop, bend, and lift, push, 
pull or carry up to a maximum of fifty pounds up to five times per week. Must present a 
professional appearance and demeanor.  Models tactful and diplomatic behavior aimed at 
serving customers well while protecting the Bank’s interests. 
 
 
 
 
 
 
 
 
NOTE: This job description is not intended to be an exhaustive list of all duties, 
responsibilities or qualifications associated with the job. 


