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-~ FOREWORD

The occupational anéiysis‘psoiggi was conducted by The Instructional Materials
Laboratory, Trade and Industrial_EEGEBfion, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

- The Occupational Analysis project_was pr;;ggza‘and conducted to train voca-

B tional educators in the technique;\BT‘makipg a comprehensive occupational
analysis. Instructors were selected from Agriculture, Busimess; Distributive,
Home Economics and Trade and Industrial Education to gain experience in ~
developing analysis documents for sixty-one different occupatIank‘ Represen- -—
tatives from Business, Industry, Medicine, and Education were involved with —
the vocational instructors in conducting the analysis process.

The project was-—-conducted in three phases. Pnase one involved the planning

and developmemnt-of the project strategies. The analysis process was based ——
on sound principles of learning and behavior. Phase two was the identifica-

tion, selection and orientation of -all participants. Thz training and wQ{K:\

shop sessions constituted the third phase.” -Twe-week workshops were held

during which teams of vocational instructors conduEféH\an‘ggglysis*ei\ghe
occupations in which they had employment experience. The instruetors were
assisted by both occupational consultants and subject matter $pecialf§ts.

The project resulted in producing one hundred two trained vocational instruc-
tors capable of conducting and assisting in a comprehensive analysis of
various occupations. Occupational analysis data were generated for sixty-one
occupations. The analysis included # statement of the various tasks performed
in each occupation. For each task the following items were identified:

tools and equipment; procedural knowledge; safetv knowledge; concepts and
skills of mathematics, science and communication needed for successful per-
formance in the occupation. The analysis data provided a basis for generating
instructional materials, course outlines, student performance objectives,
criterion measures as well as ldentifying specific supporting skills and
knowledge in the academic subject areas.
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PREFACE

The following occupational analysis of the bank teller occupation {s a broad defini-
tion of the teller function. A teller in a small bank would be rzquired to perform
all of the dutles listed. This can be contrasted with a teller in a large metropol-
itan bank, who would perform a more specialized function, and whose work day may con-
sist of performing as few as two of the duties listed. It is felt that at least an
understanding of the tasks required to perform all of the duties listed 1s ~ecessary

for anyone performing the teller function, regardless of the size of the institution
in which he/she works.
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JOB DESCRIPTION

The bank teller performs the duties necessary to service bank customers; opens and

closes the teller cage; processes va:ious type of payments; accepts deposits, both

checking and savings; cashes and issues drafts; processes safety deposit box trans-
actions; operates teller machine; processes government bon< transactions; opens new
accounts; and processes savings certificates.
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Duty A Opening and Closing the Teller Cage

Verify cash
Obtain cash
Prepare cage
Securz cash
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Duty B Processing Payments

1 Determine type of payment
2 Verify amount
3 1Issue receipt and post transaction
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Duty C Accepting Deposits — Checking and Savings

1 Determine type of deposit
2 Verify amount
3 Post transaction and issue receipt
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Duty D Cashing Drafts

1 Determine validity of draft
2 Identify bearer
3 Honor draft
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Duty E Issuing Drafts

Issue money order

Issue cashier’s check
Issue certified check
Issue traveler’s check
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1 Determine customer needs and prepare rental contract
2 Collect rental fees and issue receipt
3 Adait customer to safety deposit bdox
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Duty G Operating Teller Machine

1 Close and open teller machine
2 Operate teller machine
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Duty H Processing Government Bond Transactions

1 lssue a U.S. government ssvings bond
2 Cash U.S. government savings bond

59




MU dtmdug oy

wal ) padie

dvadveuy vdiuUljodiiu fLGau)p

WIOj puOq.y UO UOFIRWIOFUF IUTWIIIa(
F+4aInbaa suojivu

BU et d UL B dudedbulg daotbua puydopy - JWouap pue S8pUOQ J) IIqWnU uTWIIIAQ
SHoudl ) SNO751930
wldouy puod.’y ~
pPLUY JUgWULIADY AN
sdi[s [rmeaApyIN
A2e4d juoau due ys 48119l
Uy JIB U UL wedd 4 jpadd Jdiu(dwuy odv'y oupyovuvw YUFpPpPV
aduUloliu Q4 Julddud oubdbs| aduy autovw av[[al
SULYUVl dw[(dd U} Ybku LU}y aduy
o4 jnboa Yaseu jo Juhivwe [eiu] d0A0Wad doidulg
Jueparapd 40 d01deas
Puljte of U of pucy 41 ‘3343 © Jujljotd 4971 vl
S8} PUOq 3T IIWIFPUT ‘AL fo}jdUIYy uju)
20 13UsMe.uy ‘duyutil A jdlioos Ad2Uda4n)
[e¥O08 {{ENPTAFPUT JO PIIFI  uphiluu] sdi[> 2ipedo put 313
Wduj} puLyed oo idwoy sulls Jdpsodayg
paisAHivad sduels aje(q
AJIIULND pUE SUJFIRUILUUDY U, WA w CRRSIITE|
; NOdN @313V S103r80
QdVvZVvH Al34vS IDAITMONN FONVINHO4HII ‘STVIHNILYW ‘LN3WJINO3 ‘ST1001
UNOG S9Bovs LEURYGAUD "SIV NIsST (INIWILVLS NSVL) ‘h
1 393 _EJ
‘l

Aruitoxt provided by Eic:

E




vy .

r— e GESRAAS mota—y e - e - . - wee - P,

“UAVE SUNIAVS LEANIRLAGY s°0 YV d4nssl (LNIWILVLS NSV. [

pLETE RV L ¥
diysurvuwuoyg WlUj PUOY.Yy LU UOPIRWAOJUL dlafdwu) Julitap
ulogy puoq-4 40j
UOU} Jemdo Ul PUL SPUDY JO 3dA)
Sisajeuy 03 SU bPIIU LIMOISUY YUTUIWLIIN] Juluedsy]
wioj puoq.y
UO UOIIRUIOJU} JOj LIWUIBND
SUjpuulIsanb . PILISIP BPULY Ju
A3} 3urud pur UOlJRUIWUUIY O3 SE
advligeova [#14UdY 19WO03IBIY ujuopiIsSand puw 3ulio94y duiyeads
S1dIOINOI/STINS SITdNVX3 S$3QOW 3IDONVWHOIY3d
SNOILLVYIINNWWOD
RS
S
uollvziuedap
AJJAU]D [RIUBdN
S52U313 (B (PIuUIMY
Uo§3IBLAIUIDUGY
UOFIUd1lY
ueYl sSuj/ueyd awibkods/Adfenbouy adppiqeadepe pue ‘31dadsaa.jfos ‘ouvurpiod
SOUY (UAjubI/A L [LALY «jT198 ‘J023UO0D-3[96 ‘BOUIPIIUOD.JI3s jJo sayIf(endb ITqQIyxz
(puvq aseyILnd 03 Ascssdoot BPUNY JO JunOwe £1§2803uf 03vI3UdL 03 AJlovUED UfUIUTENW
YA Juduabd J0 ({BBI Aj1dun VI) WUSB jLUdELY JU adladudy AJ[E}IUBPISUOY 433803 03 A3juuded ujpeiujuy
$|R8ULULIVL A} IS0y 1snal 403suy 03 A3pouded ugpeIupEl
SWILSAS HIGWNN — HIVIN IJON3IIVS OB
o
i




VN X Wt LIV )
UV b4t It lauupl v daarvay
dddi Lol Jrewaujul puoy

§INd

Juawasiopua a13doad supuialaqg
131e3q JO AJjuap} Iujuwaaleq
131e3q Aed 03 Junowe auTwiaIag

SNOISI03a

Awtd JoUAUL Ul pPuULq v g

SULHORW dou{ (vl U} UllduadUrd] pPAduIddy

yseo avd

JUG YDA PUY ny dIp

PulUy dvw doddy anypddup}
e 4VUUS POlUdkd Idboddill)
PULY,, wOL olkp SHibd} U}

“PUL) AY I|l{bwudpaod JUNUWLE Dd juld 94 ]

QIEY IMSL | Wb pudd DI
PUUY JU UUSIRUIWOURP dUjWUD ]

PULY  JUollUd A0
sdi s (EACAPYITIN

LWEIS AUl [dL

oded aulyovw Sujppy
adel aujpyouvw au[1al
adej,

d0a0wus dodess
dopdelg

aujyuiu a3 (ol

ugod

aouadany)

sdy1s 3ITpPead pue 314y
sdi1s 3i1sodag
sduels oaeq

s poudd

IDTITMONN IONVIWHO4HId

i SONEAV >

NOdN Q310V S103r80
'SIVIMILYW 'LNIWGIND3I 'S1004

Lh BAAAAD TS 0 nsve (ANIWILVILS NSVL) CH

C

lﬂ'i

Aruitoxt provided by Eic:

E

723




M b |

£9

IvWLU§ Oudy
diysuuuag
it

Adv {Lquo0a (B oud)

SLd3ONOD/STUNS

WA0j puUOG-34 jJO IB1aAdL
2UJ U0 UVOTIVWIOIUT UF FURTLTA
HBWD 03 Puvg.-q JO 9sidanadl
0 42IUD O3 UVUPIBWIOJUT oBFUFYIYO

sainpadoad syl puw ys®d 03
SIUVA IYS/BY spuoq ju ddqunu
Y3 01 FE JIWOIBND YUTUOFISIN()

$37dINVX3

paajoausg

JUTItam

Juludis I

3uyyeads

S3A0W 3ONVWHO4HId

SNOLLVIINNWWOD

ukyl BHdf, Uvl{l dIJBSdy/AasjlEnbIU]

Jvudikajubasaipenbs

(BpuUOq jJO WNIWA ITQRUWIIPII [¥NDI 0] lawoIsno 03
me; 30 Jutivwe 12d0dd NIEY JUNLY O0)) UUSTABUMLD ju A3dadoad
BIRUOTIEL dALIFSO

SW31iSAS HIBWNN — HIVW

v empn——

N U

uofivziuedag
AJFARTY [VIUGK
853U3l9le IPIUI
uo}3IeAJUIIUCY)
uogIuadlITY

Al111QEIdEpPR puk ‘ Joousdd.j13s ‘avuvyiad

«JI3 ‘1023UO0D.J[P8 ‘IOUIPTIUOD.-3T38 jO

83711TUnb 3I7qIyxy

10pABUDY IV F13UO0D YI M 800D 03 AITOPUvL URVIUFUY
A3}2493U} BdIvaIUVL 0F AJjotdio urejujel
AITEEIUSPTIUOD UBIH0S 03 AJ}IvdEDd UjBIULY
454123 29380) 03 Aadpovdro upeIulel
R —
F0N3ITS &
- - \Ul
SUANUY SOUNIAVS LAMWNYIAOD “S°11 HSVO (ANIW3ILVLS MNSY L]

Aruitoxt provided by Eic:

b6




Duty 1 Opening New Accounts

1 Determine type of account required
2 Prepare application form and issue savings passbook or checkbook
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Duty J Processing Savings Time Certificates

1 Determine customer needs
2 lrepare and issue certificate
3 Cash certificates
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