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Detroit Canada Tunnel Corporation Job Definition Worksheet – Money Room Clerk

	Position:
	Money Room Clerk (Full Time & Part Time)
	Name:
	


Responsibility:  
Responsible for counting and balancing coins, currency and tokens received daily.   
	Task
	Standards
	Expectations
	Power to Act

	1. Assists supervisor in counting and balancing coin, currency and tokens received daily.   
	Assists Money Room Supervisor in moving current day’s vaults and bags from secured area
	· Same as standards
· Given necessary time to learn

· Strive for 100% accuracy 
	Full responsibility after having demonstrated mastery of each standard and are able to work on their own in each area

	
	Removes currency, coins and tokens from each vault and bag
	
	

	
	Counts and balances  currency, coins and tokens from each vault and bag
	
	

	
	Compares and verifies that vault/bag numbers are identical to the number on the computer report
	
	

	
	Inputs vaults into computer at the end of the day.
	
	

	
	Balances remaining tokens at end of day
	
	

	
	Prepares bank tags for coin boxes.
	
	

	
	Prepares bank deposits. 
	
	

	
	Assists in checking reports for date and reverted bags as reports are run off by the Supervisor in the morning.
	
	

	
	Assists in checking end of day reports (vaults & bags).
	
	

	
	Replenishes supplies for work area.
	
	

	
	Identify and report counterfeit money
	
	

	
	Operate using both old and new systems for both bags and vaults until complete transition to new system
	Same
	Full responsibility

	
	Continuous rotation of jobs to diminish physical problems and relieve monotony
	Must rotate in the job
	Negotiate rotation with other Money Room clerks 


	Task
	Standards
	Expectations
	Power to Act

	2. Replace supervisor when absent
 
	Understand all aspects of the Supervisors job
	Same
	Full responsibility

	
	Understand the procedures for ordering supplies
	On the occasional times when Supervisor is absent for an extended time
	Must get approval from VP Admin

	
	Understands and is able to enforce Money Room Procedures
	Demonstrates leadership at a level sufficient to supervise staff
	· Must consult with VP Admin when problem situations arise that can’t be resolved
· Cannot take disciplinary action

	
	Presents and administers work scheduled developed by Supervisor during Supervisor’s absence
	Same 
	Full responsibility

	
	Acts in regular capacity as a Money Room clerk
	
	


	Task
	Standards
	Expectations
	Power to Act

	3. Other related duties as assigned by the Money room Supervisor
	Maintains a safe and healthy environment by identifying and anticipating concerns and hazards
	Same
	Full responsibility

	
	Receives regular safety training.

	Same
	Arranged by Money Room Supervisor

	
	Identifies development opportunities to improve skills and competencies for this position    
	Same
	Full responsibility

	
	Uniforms must be worn by all DCTC personnel working in the Money Room 
	Same
	Full responsibility

	
	Orders replacement uniforms from Money Room Supervisor
	Consults Supervisor regarding status of uniform money available
	Full responsibility

	
	Stay within company uniform allowance  
	Over expenditure of uniform allowance will result in repayment to the company
	Full responsibility

	
	Must comply with all company policies, procedures, rules and regulations
	Same
	Full responsibility

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff
	Same
	Full responsibility
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