
 
 

 

POSITION: Head Teller – Poinsett Branch, Greer, South Carolina  
 

REPORTS TO: Branch Manager, Poinsett Branch  
 

SUMMARY  

Head Tellers are responsible for the supervision of teller staff and all branch functions associated 
with processing customer transactions and providing routine bank services. The position requires 

strong leadership, organizational, and communication skills in order to motivate staff, effective ly 
organize and delegate duties among staff members, and provide a quality customer service 
experience to every customer and/or visitor.  

 

RESPONSIBILITIES  

Provide overall supervision for teller staff and branch operations insuring success in the following 
areas of responsibility:  
 

 Ensure staff is well trained and a friendly, professional branch environment is maintained 

 

 Supervise teller line – assign duties and work schedules to ensure efficient functioning of 
department 

 
 Maintain and ensure a high level of customer service is met 

 

 Complete annual employee reviews 
 

 Approve employee timecards and time off requests 

 
 Maintain and balance vault, ATM, and TCDs 

 
 Generate daily and monthly teller reports 

 

 Handle customer complaints 
 

 Perform quarterly branch audits 
 

 Maintain supply of money for the branch based on branch needs (FED ordering/shipping 

of money)   
 



 Accurately and efficiently complete customer transactions 
 

 Complete daily currency transaction reports 
 

 Approve customer transactions for tellers who do not have direct authority  
 

 Observe security precautions and procedures 

 
REQUIREMENTS 

 Prior teller and teller supervisory experience 
 

 Strong customer service skills 

 

 Computer skills 
 

 Efficient in Microsoft Office 

 

 

TO APPLY: Please submit a resume, at minimum, to BLathrop@GreerStateBank.com or mail:  
 
Greer State Bank 

Attn: Brooke Lathrop  
1111 W. Poinsett Street 

Greer, SC  29650 
 

This job description may not be all-inclusive. Employees are expected to perform other duties as 

assigned or directed by management. Job descriptions and duties may be modified when deemed 
appropriate by management. 

 

 


