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Summary:  
 
A highly organized and detail-oriented professional with proven years of experience in handling banking 
activities; has great knowledge of various processes and transactions, laws, policies and procedures 
being implemented and monitored inside the bank environment; has efficiently handled various bank 
teller tasks; possesses effective communication and inter-personal skills; has experience in handling 
various accounting software and other computer-related programs leading to efficiency in work at hand.  
 
Education:  
 
Bachelor’s Degree in Finance  
Stanford University, CA, 2002  
 
Qualifications:  
 

 Excellent interpersonal and communication skills  

 Outstanding problem-solving skills  

 Highly-organized and detail oriented  

 Proficient with accounting software, Lotus 1-2-3, Lacerte 

 High typing speed of 60wpm  

 High data entry speed of 8000 kspm 

 Knowledge of Microsoft Office suite (Word, Excel, Outlook)  

 Internet proficient  
 
Professional Experience:  
 
Bank Teller February 2006 – Present  
ABC Bank, Campbell, TX  
 
Responsibilities  
 

 Worked amiably with customers on a daily basis regarding financial queries.  

 Processed client's deposits and loans requests.  

 Maintained and balanced petty cash funding daily.  

 Secured approvals and signatures from higher management for special requests.  

 Identified client's needs and recommended various products and services to address their 
concerns.  



 Ensured that all records are filed accordingly through encoding of data in the bank’s centralized 
systems and are hard copied, for back-up.  

 Provided account status and handled phone inquiries of clients.  
 
Information Assistant April 2004 – February 2006  
Brent Industries, Los Angeles, California  
 
Responsibilities  
 

 Kept records and information about clients, their transactions and withdrawals.  

 Answered client inquiries regarding products and services and probed for up-selling 
opportunities.  

 Helped in generating leads for sales team.  

 Performed various administrative functions and clerical duties.  

 Coordinated and escalated concerns to other departments for immediate resolution.  

 Managed notifications and reports.  
 
Office Assistant  February 2002-April 2004  
East Bay Corporation, Los Angeles, CA  
 
Responsibilities  
 

 Handled various customer and client calls.  

 Handled appointment requests and scheduled meetings with clients and appropriate personnel 
within the company.  

 Recorded and documented minutes of the meeting and sent them to all meeting attendees.  

 Handled incoming and outgoing email correspondences.  

 Carried out cash drawer reconciliation tasks.  

 Handled clerical and other administrative work.  

 Monitored and kept track of office supplies.  

 Kept records of clients and customers for administration and reference purposes.  
 
 
 


