Teller OJT Certification


Job Performance







Certified
Trainee
Trainer








Date

Initials
Initials

· I understand the major duties and 

responsibilities of my position

________
________
________

· I understand the Performance



Evaluation Standards that I will

be rated on after I have been

employed for 90 days, and 

annually thereafter


________
________ 
________

· I understand and agree to abide
by the FTWCCU Office Standards 
________
________
________ 

· I have reviewed the Robbery Response
Kit and I understand the procedures that

I must follow in the event of a robbery
________
________
________ 

· I have reviewed the FTWCCU Employee

Handbook on CUINSIDE and will

refer to the handbook for answers to

employment issues


________
________
________ 

· I understand how to open, read, send,

archive, and delete email


________
________
________ 

· I have attended the Information Security

Training and I understand the difference

between Public, Internal Use, Confidential,

and Restricted Information and the procedures

in place to secure member information
________
________
________ 

Computer System – XP

· I can accurately sign on to the

XP System




________
________
________ 

· I understand the XP and CI screen codes and am

able to accurately enter the correct screens to 

process member transactions in a timely 

manner without assistance

________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials

· I understand how to read Member

transaction receipts and am able to

explain the information to members
________
________
________ 

· I understand the different types of

accounts that FTWCCU offers to the

membership and am able to explain

basic features and benefits

________
________
________ 

· I can find and print member statements

when requested by the member

________
________
________ 

· I understand the difference between a

member and non-member as well as what 

transaction(s) I can perform for

non-members



________
________
________ 

Cash Box Procedures

· I understand how to complete 

transactions to and from the vault

________
________
________ 

· I understand how to complete the Cash

Transfer




________
________
________ 

· I understand Dual Control procedures

and when they must be in place

________
________
________ 

· I understand the procedure for selling or

buying cash from another Teller

________
________
________ 

· I understand the proper procedures for

setting up my Teller Drawer (Bait Money,

verifying and validating straps, money

placement)




________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials
· I understand the different methods for

counting cash and the importance of

using the method that I am most

comfortable with consistently

________
________
________ 

· I understand that I will enter all cash transactions

(deposits and withdrawals) on the

calculator according to the procedures

established by FTWCCU


________
________
________ 

· I understand when I must complete

a Currency Transaction Report

________
________
________ 

· I am able to accurately complete

all required information for a

Currency Transaction Report 

________ 
________
________ 

· I understand when I must complete

a Monetary Instruments Report and

what information I need to do so

________
________
________ 

· I understand the types of valid 

identification that will be accepted

by FTWCCU



________
________
________ 

· I understand the types of transactions

that require valid identification

________
________
________ 

· I understand where to record 

identification information on a receipt
________
________
________ 

· I am able to locate memos on member

 accounts on the computer system
________
________
________  

· I understand the importance of reading

memos on member accounts for all

transactions performed


________
________
________ 

· I understand my cash withdrawal

approval limit



________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials
· I understand when I must get a

Supervisor’s initials for cash

transactions



________
________
________ 

· I understand the proper procedures

for processing cash transactions

received in the Night Drop

________
________
________ 

· I understand the Over/Short standards

and Outage procedures


________
________
________ 

· If my Teller Drawer is over or short I

know what to do to try to find my error
________
________
________ 

· I am able to efficiently complete a

downtime transaction receipt

________
________
________ 

· I can efficiently and accurately complete

a Teller Balance Sheet


________
________
________ 

· I understand and will adhere to 

Saturday Teller procedures

________
________
________ 

Special Services

· I understand how to sell a Cashier’s

Check (fee, computer, receipt)

________
________
________ 

· I understand how to sell Traveler’s

Cheques (fees, computer, receipts)
________
________
________ 

· I understand how to process credit

card cash advances (fees, computer,

verification, receipts)


________
________
________ 

· I understand how to sell Savings

Bonds (computer, receipts)

________
________
________ 

Certified
Trainee
Trainer







Date

Initials
Initials
· I understand how to redeem Savings

Bonds (computer, receipts, what to do

with bonds during and after transaction)
________
________
________ 

· I understand the process for sending 

items for collection (how to identify 

items, how to explain process to

member, what to do with collection

item)




________
________
________ 

· I am able to efficiently and accurately

process an ACCE$$ LOC disbursement
________
________
________ 

Check Processing

· I am familiar with the basic components

that are required for all checks

________
________
________


· I understand the special procedures that

 are in place for Tax Refund checks
________
________
________ 

· I understand endorsement guidelines that

must be observed for all insurance

checks




________
________
________ 

· I am aware of whose signature is required

on all insurance checks with FTWCCU

as payee




________
________
________

· I understand endorsement guidelines that

must be observed for all mortgage 

checks




________
________
________

· I understand the procedure for cashing or

depositing checks payable to a minor
________
________
________

· I understand the procedures for processing

checks made payable to cash

________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials
· I understand the procedures for processing

checks made payable to a deceased

member




________
________
________ 

· I understand the FTWCCU procedures

in place regarding credit card checks
________
________
________ 

· I understand the procedures for processing

a one-party check/share draft

________
________
________ 

· I understand the procedures for processing

a two-party check/share draft

________
________
________ 

· I understand the procedures for processing

a three-party check/share draft

________
________
________ 

· I understand the procedures for processing

a check/share draft made payable to

a business




________
________
________ 

· I understand what the term

“Established Relationship”

means




________
________
________ 

· I understand my authority and approval

limits regarding checks for deposit
________
________
________ 

· I am able to accurately complete the

FTWCCU Notice of Hold for the 

2 or 5 Business Day Hold


________
________
________ 

· I am able to accurately complete the 

FTWCCU Notice of Hold for the 

Exception & Reasonable Cause Hold
________
________
________ 

· I am able to accurately place a hold

on a check in the XP System

________
________
________ 

· I understand where to write the member’s

account number on all checks

________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials
· I understand where to place the Teller

Stamp on all checks received for cash

or deposit




________
________
________ 

· I understand where to place the “PAID”

stamp on FTWCCU Share Drafts

________
________
________ 

· I am able to identify stale dated/

post dated checks



________
________
________ 

· I understand the procedures for handling

stale dated/post dated checks

________
________
________ 

· I understand what I need to do if I

receive a check and wish to accept

it without a hold (assuming check 

amount is over my authority level)
________
________
________ 

· I can accurately process member

loan payments by cash or check

________
________
________ 

· I understand what I need to do if I

receive a member’s loan payment but

there are alerts from the Collections

Department that prevent me from

processing that transaction

________
________
________ 

· I am able to efficiently and accurately

process an ACCE$$ LOC check

________
________
________ 

· I am able to efficiently and accurately

replace an on-us share draft with a

Cashier’s Check



________
________
________ 

· I understand what happens to a check

that is deposited into a member’s account 

when it is not payable and returned to

FTWCCU




________
________
________  

· I understand the procedures for 



processing transactions on 

accounts with new account 

alerts




________ 
________
________

Certified
Trainee
Trainer







Date

Initials
Initials
· I understand how to check for stop payments

on FTWCCU share drafts


________
________
________ 

· I understand and recognize the 5 different

types of endorsements


________
________
________ 

· I am able to efficiently and accurately

process member transfer transactions
________
________
________ 

Merchandising

· I am able to efficiently and accurately

process all Merchandising items

(sell to member, transfer to/from another

Teller, transfer to/from vault,

reconcile Merchandise items in

my possession)



________
________
________ 

· I understand what information I must

receive from the member before a stop

payment can be placed on a share draft
________ 
________
________ 

· I understand how long stop payments are

valid and what a member must do to 

reinstate a stop payment


________
________
________ 

· I understand what information I must

receive from the member before a stop

Payment can be placed on a Cashier’s

Check




________
________
________ 

· I understand who has the authority to

place a stop payment on a Cashiers

Check




________
________
________ 

· I am able to explain the complete

stop payment process on a Cashier’s Check,

including what is needed from the member, 

how long it takes, what information is required,

who must be contacted, and when the funds

will be redeposited to the member’s

account




________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials

· I understand what information is

needed from the member in order

to place a stop payment on an

EFT




________
________
________ 

· I understand how to process the

collection of NSF Fees

________
________
________ 

· I understand what information is

required when a member changes

their address, and which department(s)

must be notified


________ 
________
________ 

· I understand how FTWCCU will

accept wire transfer requests

________
________
________

· I am able to quote the wire transfer

fee for both domestic and International

wires




________
________
________

· I understand FTWCCU’s Bank Wire

process and am able to explain it to

the members



________
________
________ 

· I understand the statement cycles,

how to view member statements in

XP, how to charge for statement

copies, and can explain to a member

how to view and print their statements

online




________
________
________ 

· I am able to explain the check order

process and cost to members

________
________
________ 

· I understand what a Power of Attorney

is and how I need to handle an account

that is governed by a P.O.A.

________
________
________ 

· I understand what a “DBA” is and

when I can accept one to make

transactions on a member’s account
________
________
________ 

Certified
Trainee
Trainer






Date

Initials
Initials

· I understand how Automatic

Transfers operate and am able

    
to explain this service to a

member



________
________
________ 

· I understand how members

can request share draft

copies and who is responsible

for obtaining those copies

________
________
________ 

· I understand who is authorized

to communicate loan payoffs and

how long the quotes are good for






________
________
________ 

· I understand how Overdraft

Protection works, including

the cost, the transfer increments,

and what limitations there may be

with Overdraft Protection

________
________
________ 

· I understand how NSF Proof

Privilege works, including the 

cost, the transfer increments,

and any limitations


________ 
________ 
________ 

· I am aware of the procedures

for closing CU accounts

________
________
________ 

· I understand what A.R.T. is

and am able to explain the

basic functions and how to 

use it




________
________
________ 

· I understand the basic 

procedures for handling

deceased accounts and who is

responsible for researching and

processing these accounts

________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials
VISA Debit Cards

· I am able to answer simple

member questions regarding

VISA ATM/Check cards

________
________
________ 

· If I am not able to provide an

answer for a member regarding

their VISA ATM/Check card,

I know who to direct them to

________
________
________ 

· I am able to answer simple

member questions regarding

their credit card account

________
________
________ 

· If I am not able to provide an

an answer for a member regarding

their credit card account, I know

who to direct them to


________
________
________ 


FTWCCU Products and Services
· I am familiar with all FTWCCU

Credit Union products and

services and feel confident

about answering member’s

questions about each


________
________
________ 


Nautilus Imaging
· I am able to retrieve, view, and

print membership cards and

loan documents without 

assistance



________
________
________ 







Certified
Trainee
Trainer







Date

Initials
Initials


Federal Regulations
· I understand the procedures

for adhering to Reg CC and

feel confident about accurately

placing holds on checks when

necessary



________
________
________ 

· I understand, and will abide by,

my authorization limit for check

hold decisions



________
________
________

· I understand the implications

of Reg D and am able to explain

account limitations as a result of

this Reg



________
________
________ 

· I understand the requirements

outlined in Reg DD and am able

to accurately recite dividend rates

on all account types according

to the guidelines established by

this Reg



________
________
________ 

· I understand my responsibilities

as a Teller according to the Bank

Secrecy Act and am able to accurately

and completely fill out the required

reporting forms and distribute them

according to established

FTWCCU Policy & Procedures
________
________
________ 

· I understand the Right to 

Financial Privacy Act and my

responsibilities as a Teller in the

event that someone other than the

member requests information on

a member’s account


________
________
________ 

I certify that I have completed one week of classroom Teller Training, and a minimum of 1 week of on-the-job training with a designated trainer.  I have initialed next to the areas that I fully comprehend and feel confident that I can accurately and efficiently perform all areas of the required job performance as listed on this certification form, in the Teller Performance Review, and as listed in the Teller Standards.  

Indicate areas requiring additional training or understanding, and recommendations for improving this Teller’s knowledge and ability to perform the required task(s).

(To be completed by OJT Trainer)

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

Teller Signature

_____________________________________________________________________ 

Trainer’s Signature

________________________________

Date

After the trainer has covered all learning functions on this form and the Teller has a good understanding of each topic, ensure that each topic is initialed by both the trainer and the trainee, signed by both the trainer and trainee, and the form is sent to the AVP of Teller Services.

Rev: 8/20/08
7
8/20/2008

