
Part Time Teller, Pueblo, CO 

Aventa Credit Union is seeking a suitable candidate to fulfill the position of Part Time Teller.  
Spanish Speaking Preferred.  The ideal candidate will be asked to provide personalized services 
to Credit Union Members by performing the following duties: 

Essential Duties and Responsibilities include the following. Other duties may be assigned. 

1) Promptly handles member’s request at any open teller station or via telephone to include but
not limited to:

a) Receives, verifies, and processes deposits and/or cashing checks for members.
b) Processes all withdrawal requests with verifying signature from the member.
c) Receives and verifies all loan payments, notifies the proper department if necessary.
d) Answers questions and accomplishes the request of the member or ensures they are
directed to the proper staff member to their satisfaction.
e) Completes the proper forms for setting up or deleting the member’s Automated
Clearing House (ACH) or other types of payroll distributions to the credit union.
f) Verifies proper identification from the person cashing any checks and documents the
identification on the back of the check.
g) Processes night deposits and mail items and documents in the proper log book.
h) Assists members in the request for gift cards, traveler’s cards, or cashier’s checks
i) Opens and closes safe deposit boxes
j) Processes printouts requests
k) Posts the fee as applicable

2) Maintains a cash drawer to include but not limited to:

a) Signs-on with proper cash amount and assigned teller number at the necessary
computer terminal.
b) Purchases cash supply from the vault as needed and verifies the amount before
increasing cash to cash drawer.
c) Balances daily work to the computer total

3) Ensures that the daily deposits for checks are done in an accurate and timely fashion.

4) Accepts and fills out check orders and other member service requests per policy and
procedures

5) Opens and closes regular share, draft, club, certificate of deposit, and Individual Retirement
accounts

6) Requests or completes all required documents for new or existing accounts to ensure
compliance

7) Working knowledge of the products and services offered by the Credit Union



8) Easily recognizes members’ needs and cross-sells the appropriate products, to the 
membership, as needed 

9) Knows and performs all opening and closing procedures for all branches to include but not 
limited to: 

a) Balancing of ATM’s 
b) Balancing of Vault Sheets 
c) Balancing of Cash 
d) Daily and/or monthly balancing of all negotiable items 

10) May act as Branch Security Officer in the absence of an MSR 2 

Training/Educational Responsibilities - Will attend all required regulatory training sessions to 
include but not limited to: BSA/OFAC; CTR & SAR; I.T. Security, Robbery training. There may 
be additional training for regulatory compliance as necessary for the position. 

Continued education for professional development may/will be assigned. 

Supervisory Responsibilities - This job has no supervisory responsibilities. 

Competencies - To perform the job successfully, an individual should demonstrate the following 
competencies: 

Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes 
information skillfully; Develops alternative solutions; Works well in group problem solving 
situations; Uses reason even when dealing with emotional topics. 

Member Service - Manages difficult or emotional member situations; Responds promptly to 
member needs; Solicits member feedback to improve service ; Responds to requests for service 
and assistance; Meets commitments. 

Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens 
to others without interrupting; Keeps emotions under control; Remains open to others' ideas and 
tries new things.  Spanish speaking preferred. 

Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to 
others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts 
success of team above own interests; Able to build morale and group commitments to goals and 
objectives; Supports everyone's efforts to succeed. 

Organizational Support - Follows policies and procedures; Completes administrative tasks 
correctly and on time; supports organization's goals and values. 

Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats 
others with respect and consideration regardless of their status or position; Accepts responsibility 
for own actions; Follows through on commitments. 



Adaptability - Adapts to changes in the work environment; Manages competing demands; 
Changes approach or method to best fit the situation; Able to deal with frequent change, delays, 
or unexpected events. 

Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are 
covered when absent; Arrives at meetings and appointments on time. 

Qualifications - To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 

Education and/or Experience - High school diploma or general education degree (GED); or one 
to six months related experience and/or training; or equivalent combination of education and 
experience. 

Language Skills - Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions, and policies & procedure manuals. Ability to write routine reports and 
correspondence. Must be able to speak to the membership regarding their accounts.  Spanish 
Speaking preferred. 

Mathematical Skills - Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals. 

Reasoning Ability - Ability to apply common sense understanding to carry out instructions 
furnished in written, oral, or diagram form. Ability to deal with problems involving several 
concrete variables in standardized situations. 

Computer Skills - To perform this job successfully, an individual should have knowledge of 
financial institution basic computer software. 

Physical Demands - The physical demands described here are representative of those that must 
be met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

Travel between branches is required.   

If you meet these requirements and are interested in this position, please submit your resume and 
cover letter to hr@aventa.com or fax (719) 213-2100. Please no phone calls.  Apply now to work 
in a dynamic team environment. 

Salary Range:  $14.00 - $15.50/hour 

 




