
 

 

 

PENNYBURN CREDIT UNION LIMITED  

 

 

PERSONNEL SPECIFICATION 
 

Post:             Teller / Member Services   Date: March 2024 

 

Reporting to:   Manager 

  

Specification Essential 

 

Desirable Method 

 Assessment 

 
Education  

Attainments 

 

 
Minimum of 5 GCSE’s (Grade C or above) 

including Math & English Language (or the 
equivalent). 

 
3 A-Levels at grade ‘C’ or above or 

equivalent. 
 

 
 

 
Application Form 

 
Proof of certificates 

 
Job 

Experience 

and Training 
 

 
Minimum of 1 years’ experience cash 

handling/accounting and lodgements 
 

Excellent customer relations skills and a 
demonstrable experience of managing 

customer expectations. 
 

 
Minimum of 2 years’ experience cash 

handling/accounting and lodgements in a 
financial services/banking organisation 

gained within the last 3 years 
 

It would be advantageous to have 
previous experience in a credit union., 

 

 
Application Form  

 
Interview  

 
References 

 
Specialist 

Knowledge 
 

 

Excellent computer literacy, experienced 
in all aspects of Microsoft Office and 

excellent numerical skills. 
 

 

Knowledge of Credit Union principles 
and ethics. 

 

 

Application Form  
 

Interview  

 
 

Special Skills / 
Aptitudes 

 

 

Excellent interpersonal & communication 
skills. 

 
Excellent oral and written skills. 

 
Proven effective time management skills. 

 
High level of accuracy. 

 

 
 

Application Form  
 

Proof of certificates 
 

Interview   
 

References 
 

 
Disposition 

 

Self-motivated. 
 

Professional approach. 
 

Able to work on own initiative. 
 

Team player. 
 

Detail orientated. 
 

 

 

 

Application Form 
 

Interview 
 

References 

 
Personal  

Circumstances 

 

 
Able to work flexible hours to ensure 

business needs are met. 
 

Ability to attend meetings out of normal 
office hours 

 

  
Application Form 

 
Interview  

 

 
Other 

 

Reliable attendance and timekeeping 
record. 

 
Clear disciplinary record. 

 

  

Application Form  
 

Interview  
 

References 

 


