
TELLER TRAINING SCHEDULE – 40 hrs

Revised: 6/30/09
NAME:_______________________________


BRANCH:_____________

Items in bold are to be completed and certified by supervisor as completed.  Items listed under those in bold are further explanation, and bulleted items are training materials regarding that topic)








REQUIRED

COMPLETED


CERTIFIED

FUNCTION






REPITITIONS
REPITITIONS


EMPL
TRAINER
· Inquiry codes and flags (2 hours)










_____ _____
--Teller Fact Sheet (Location of Training Material)

--Telnet Downtime Help (Location of Training Material)

· Logging on





5


___ ___ ___ ___ ___


_____ _____

Network; Telnet; FSP; Touché; Outlook; On base; 

OFAC; Image Depot

--FSP Navigation course (Location of Training Material)

--Ultrafis Navigation course (Location of Training Material)

· Posting transactions
· Single transaction deposits



50


___ ___ ___ ___ ___ ___ ___ ___

--Cashing a Check Simulation 





___ ___ ___ ___ ___ ___ ___ ___

    (Location of Training Material)





___ ___ ___ ___ ___ ___ ___ ___

--Member Journal simulation 






___ ___ ___ ___ ___ ___ ___ ___

   (Location of Training Material)





___ ___ ___ ___ ___ ___ ___ ___

--Non Mbr Check Cashing checklist





___ ___ ___ ___ ___ ___ ___ ___

   (Location of Training Material)





___ ___



_____ _____

--Association course (Location of Training Material)









REQUIRED

COMPLETED


CERTIFIED

FUNCTION






REPITITIONS
REPITITIONS


EMPL
TRAINER
· Withdrawals





50


___ ___ ___ ___ ___ ___ ___ ___

-- Cash/Ck Withdrawal simulation 





___ ___ ___ ___ ___ ___ ___ ___

    (Location of Training Material)





___ ___ ___ ___ ___ ___ ___ ___

--Voiding a Cashier/OTC Check





___ ___ ___ ___ ___ ___ ___ ___

    (Location of Training Material)





___ ___ ___ ___ ___ ___ ___ ___












___ ___ ___ ___ ___ ___ ___ ___












___ ___



_____ _____

· Multiple Transactions




50


___ ___ ___ ___ ___ ___ ___ ___

--MT Workflow (Location of Training Material)


            ___ ___ ___ ___ ___ ___ ___ ___

--Supervisor Override (Location of Training Material)


___ ___ ___ ___ ___ ___ ___ ___












___ ___ ___ ___ ___ ___ ___ ___












___ ___ ___ ___ ___ ___ ___ ___












___ ___ ___ ___ ___ ___ ___ ___












___ ___



_____ _____

· Money Orders





15


___ ___ ___ ___ ___ ___ ___ ___

-- Money Order Sales and Void Checklists                                                
___ ___ ___ ___ ___ ___ ___ 
_____ _____

    (Location of Training Material)

· Travelers Checks




5


___ ___ ___ ___ ___


_____ _____

· Cash advances





5


___ ___ ___ ___ ___


_____ _____

· LOC Advance simulation (Location of Training Material)

· Credit Card Advances (Location of Training Material)









REQUIRED

COMPLETED


CERTIFIED

FUNCTION






REPITITIONS
REPITITIONS


EMPL
TRAINER
· Balancing






5


___ ___ ___ ___ ___


_____ _____
· End of Day workflow (Location of Training Material)

· Balancing Checklist (Location of Training Material)
· FSP Exchange Check Orders



3


___ ___ ___



_____ _____
· Review Member History/Statements (2hours)









_____ _____

· Transaction History simulation (Location of Training Material)

· Check Copy Request (Location of Training Material)

· Close an Account













_____ _____

· Close additional savings/close membership/close checking

(Location of Training Material)
· Audit tape procedures




5


___ ___ ___ ___ ___


_____ _____ 

-- Cash Handling module (Location of Training Material)

· Review fee schedule (2 hours)











_____ _____

· GL Posting





10


___ ___ ___ ___ ___ ___ ___ ___

·  GL simulation (Location of Training Material)                                    
___ ___



_____ _____

·  User Define Trans simulation (Location of Training Material)

· Lease Payments (Location of Training Material)

· Credit Card Pmts (Location of Training Material)

· Review check holds and verifying funds (2 hours)








_____ _____

-- Check Hold simulation (Location of Training Material)









REQUIRED

COMPLETED


CERTIFIED

FUNCTION






REPITITIONS
REPITITIONS


EMPL
TRAINER
· Loading stop payments (1 hour)










_____ _____ 

· Stop payment simulation (Location of Training Material)

· Stop Pmt Request (Location of Training Material)

· Temporary checks




3


___ ___ ___



_____ _____

· Proofing





5


___ ___ ___ ___ ___


_____ _____

· Address Changes












_____ _____

· Address simulation (Location of Training Material)

· Address Change Checklist (Location of Training Material)

· Check Scanning and Image Depot










_____ _____

· Branch Scanner checklist (Location of Training Material)

· How to handle Delinquency Situations









_____ _____

· Checking Charge offs (Location of Training Material)

· Acceptable posting transactions for past due accounts

      (Location of Training Material)

· How to use Touché












_____ _____

· Helpful tips for Touché (Location of Training Material)

· Touché simulations for activity center, forward details, product inquiry, and Service requests

(Location of Training Material)









REQUIRED

COMPLETED


CERTIFIED

FUNCTION






REPITITIONS
REPITITIONS


EMPL
TRAINER
· Shared Branching












_____ _____

· Locations in Texas and Nationally (Location of Training Material)

· Shared Branching Posting Transactions (Location of Training Material) 




_____ _____
· Shared Branching PowerPoint Presentation (Location of Training Material)

· Regulation Training (Location of Training Material)
-- Bank Secrecy Act




1


Date: ______ Score:  ______



-- Regulation CC (funds availability)


1


Date: ______ Score:  ______

-- Truth in Savings Act (Reg DD)



1


Date: ______ Score:  ______

-- Regulation E (Electronic Funds Transfer)

1


Date: ______ Score:  ______

-- OFAC






1


Date: ______ Score:  ______

-- US Patriot Act





1


Date: ______ Score:  ______

· Product Knowledge (Location of Training Material)

-- Deposit Product Course (Teller courses)

1


Date completed:  ___________

-- Special Accounts and Services (Teller courses)
1


Date completed:  ___________

         *Teller Home page/checklist/Convenience services

         *Tr Center/online/CuofTX/Touché/Touché lease referral simulation

      -- Lending Products (Lending courses)


1


Date completed:  ___________

      -- Product Test
(96 score or higher)


1


Date: ________  Score:  _____

      -- Alternative Investment Online Courses 

1


Lesson 1:  Introduction to Alt Investments (8 topics)



Date completed: ____________



Lesson 2:  Referrals & Prospect (3 topics)




Date completed: ____________








REQUIRED

COMPLETED


CERTIFIED

FUNCTION






REPITITIONS
REPITITIONS


EMPL
TRAINER
· Interpersonal/Service Skills Training

-- Learning from Members



1


Date completed:  __________

   (Location of Training Material)

-- Fine Tuning Your Skills



1


Date completed: ___________


(Video and activity)

-- Recognizing Swindles, Scams, & Cons

1


Date completed: ___________


(Video and activity)

· Teller Test





1


Date: ________ Score:  _____
· Production Standards






Month: _________# of Transactions: _______

TRAINING CERTIFICATION:










TRAINEE:________________________________

DATE:_________________

TRAINER:________________________________

DATE:_________________

PHASE I

CERTIFICATION:_________________________
DATE:_________________
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