Cashier I

SUMMARY: 

Receives and records cash and charge payments. May process financial aid disbursements. Balances cash receipts against register tape on a daily basis.

DUTIES AND RESPONSIBILITIES: 

1. Receives and receipts a variety of payments and other cash and cash-related transactions; verifies and posts to appropriate accounts; issues receipts.

2. Prepares cash receipts for bank deposit; prepares daily cash reports and balances the cash drawer; reconciles cash, check, and credit card receipts daily, and investigates and resolves any out-of-balance problems.

3. Assists individuals in the accurate application of their transactions, and when necessary, researches records on electronic and other available files to provide information regarding financial status.

4. Provides information to patrons regarding pertinent rules, policies, and procedures related to cash and cash-related transactions; directs patrons to proper offices, as appropriate, to seek resolution of problems beyond the information available to the cashier.

5. Maintains confidentiality of university and student records.

6. Answer telephones.

7. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
High school diploma or GED.. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to maintain confidentiality of records and information.

· Ability to calculate numbers, correct entries, and post to records.

· Ability to handle cash..

· Ability to effectively communicate accounting information, policies, and/or procedures in a manner easily understood by the customer.

· Ability to analyze and solve problems.

· Good customer service skills.

CONDITIONS OF EMPLOYMENT: 

· Must pass a pre-employment criminal background check.

