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Professional experience                                                                            July 1, 2013
Core First Bank and Trust                                                                           Sept 26, 2013
   Teller
1. Receive checking and savings deposits: verify cash and endorsements, receive proper identification for cash back, and issue receipts of deposit.
1. [bookmark: P16_500]Examine checks deposited and determine proper funds availability based on regulation requirements and complete Hold Notices.
1. [bookmark: P17_628][bookmark: P18_660][bookmark: P19_749] Process savings withdrawal
1. [bookmark: P20_783]Answer basic customer inquiries regarding interest rates, service charges, and account histories while complying with disclosure requirements, regulations and consumer privacy policies.
1. [bookmark: P21_972][bookmark: P22_1014][bookmark: P23_1113]Refer customers to the proper department for issues that cannot be resolved at the teller line.
1. [bookmark: P24_1144] Count and roll loose coins.
1. [bookmark: P25_1320]Issue personal money orders and cashier’s checks, accept orders and payment for U.S. Savings Bonds, and sell American Express Travelers Checks (single & multiple signer)
1. [bookmark: P26_1388] Accept loan payments: verify payment amount and issue receipts.
1. [bookmark: P27_1500][bookmark: P28_1547]Buy and sell currency from the vault as necessary, ensuring that teller drawer cash limits are not exceeded
1. [bookmark: P29_1667]Receive FICA payments: verify deposit coupons are properly completed and checks are made payable to the “Bank”.
1. [bookmark: P30_1707] Accept county property tax payments.
1. [bookmark: P31_1783] Balance and update savings passbooks, and close accounts when requested.
1. [bookmark: P32_1840] Follow procedures for removing accounts for dormancy.
1. [bookmark: P33_1911][bookmark: P34_1964][bookmark: P35_2003] Balance drawer daily, including periodic batching of cashed checks.
1. Follow all bank policies and procedures.

Awash international bank S.C
                                                                                                             January 2009
                                                                                                            January 2010
Bank supervisor
1. Receive and count working cash at the starting of the shift.
1. Identify customers ID, validate cash checks
1. Accept cash and checks for deposit or withdrawals by reviewing accuracy deposit or slip
1. Processing cash withdrawals
1. Preforming specialized tasks such as preparing cashier’s checks, personal money order and exchanging foreign currencies
1. Providing service for customers such as ordering bank cards and checks
1. Answering customers questions regarding checking, saving accounts and other bank related tasks
1. Attempting to resolve issues with customers related with accounts   
1. Balance currency, cash and checks in cash drawer in end of  shift          
                                
Awash insurance company S.C
                                                                                                              October 2005
                                                                                                             December 2008
 Motor claims and underwriting clerk
1. Fill out needed paper works, office forms by following customers ID.
1. Examine documents or files to obtain other information
1. Contact insured or other involved part to obtain accurate information   
1.  Reviewing data on insurance application or police
1. Reviewing insurance police to determine appropriate coverage
1. By searching legal record typing letters or correspondence
1.  Calculating insurance premium
1. Preforming pre-survey
1. Ordering insurance policy for certain period of times
1. Recording all documents and filing
Labora international medical supply
AUGUST 2004
October 2005
Customer service and cashier: 	
1. Attracting potential customers by answering product and service questions
1. Suggesting about  other products
1. Open customers account by recording information
1. Maintain customers record by updating account information
1. Recommending potential products or services to management by collecting customers information
1. Preforming related duets as needed  
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                                                     ADDIS ABABA UNIVERSITY,      Addis Ababa Ethiopia
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