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Member Service Teller
I.
POSITION SUMMARY:   To provide prompt, courteous, and reliable cashier services to member-consumers, assuring accurate consumer payment records for the cooperative. To successfully complete the member service training progression to become proficient in member service job duties. 
II.
REPORTING RELATIONSHIPS:  Reports to the Member Service Supervisor
III.
MAJOR RESPONSIBILITIES:
A. Receives bill payments over the counter and at drive-thru.

B. Reconciles daily cash/check and payment stub totals.

C. Balances cash drawer daily.

D. Open and process mail receipts.

E. Perform receptionist duties as needed.

F. Participates in Annual Meeting as required.

G. Overtime may be required during power outages

The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not intended to be construed as an exhaustive list of all responsibilities of personnel so classified.

The Member Service Teller shall be required to perform any other duties assigned in order to fulfill the objective of the Cooperative.

IV.
EXTERNAL RELATIONSHIPS

A. Members:  Work directly with member-owners in handling of payments.


B. Banks:  Assist banks who accept HEC payments with member questions.
C. Contractors and Utilities- Assist in the purchase of meter bases.
POSITION SPECIFICATIONS

Member Service Teller
Job Knowledge, Training and Experience: High School Diploma with four years of cashier experience. An associate or bachelor’s degree in Business Administration or related field is preferred. 
Abilities and Skills: Must be able to accurately count money by hand and operate a calculator. Attention to detail and good communication skills are required. Must be proficient in Microsoft Office. Must have the ability to use appropriate grammar and communicate professionally using standard business writing guidelines. Must be able to use office equipment such as cash register, computer, keyboard, copier, printer, fax machine, etc. Must be punctual and dependable.
Physical Effort: Job requires sitting, bending, standing, walking, and reaching.

Working Conditions: Office environment with some irregular hours due to workload or emergencies may be required.  May be required to work at district office when needed. 
Equal Opportunity Employer-minorities/women/veterans/individuals with disabilities/sexual orientation/gender identity.

           ________________________________________________________________

                                                                1                         Revised 062024

[image: image1.wmf]