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	Position:
	 Money Room Supervisor


	Name:
	Marg Levack



Responsibility:

Responsible for directing and managing the daily Money Room operations and Money Room clerks.

	Task
	Standards
	Expectations
	Power to Act

	1. Supervises Money Room clerks (full time/part time)


	Assigns and reviews daily work, and determines work priorities.
	Must follow procedures

Must document appropriately 
	Full responsibility

	
	Enforces company rules and regulations.


	Same
	Full responsibility

	
	Assists HR with employee selection and orientation
	Participate in interviews

Recommends selection 
	Shared responsibility with manager HR

	
	Maintains up-to-date Job Definition 
Worksheets for Money Room clerks
	Same
	Full responsibility

	
	Regularly analyzes performance and  provides feedback to Money Room clerks
	Must have on file documentation of performance analyses
	Full responsibility

	
	Ensure that all clerks are evaluated for job related skills and competencies 
	
	Full responsibility

	
	Counsels and disciplines as required Money Room clerks:
· Must have working knowledge of all related company HR policies, contract, rules and regulations
	·  Must have on file documentation of any disciplinary action

· Must use appropriate company HR policies, contract, rules and regulations
	Depending on seriousness, must report to VP Admin actions taken for less serious situations, but must seek approval or turn over for serious situations

	
	Prepares an annual appraisal for Money Room clerks
	Same
	Full responsibility

	
	Provides on-the-job training for clerks (initial and remedial)
	Maintain and cover with clerks all the information in the Money Room Procedures Book  
	 Full responsibility

	
	Ensures all Money room clerks have received all of the health and safety training and auditing recommended by the Manager, Health & Safety
	Work with Manager, Health & Safety to ensure environment and work practices comply with legislation and support a healthy and safe work environment
	Full responsibility in coordination with manager, health& Safety

	
	Establishes a work environment where clerks can fully concentrate on the job
	Same 
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	2. Maintains Money room facility, equipment and supplies
	Provides preventative maintenance on Money Room equipment so that it is operational at all times
	Weekly, machines cleaned and routined 
	Full responsibility

	
	Identifies current and future equipment purchases:

· Monitors wear on equipment and availability of parts

· Reviews ranges of equipment available 

· Recommends what machines need replacement
	Equipment doesn’t break down or is out of service
	Full responsibility

	
	Maintains inventory of supplies:
· Toll – paper, tubes
· Verify supplies and stock received

· Process and code all invoices for supplies the same day received

	· Order and maintain adequate stock of  all Money Room supplies
· Must not run out

· Gets at least three prices 

· Good rapport with suppliers

· Reuse materials - recycle
	Full responsibility

	
	Take advantage of opportunities to reuse or recycle supplies

	Identify and put into practice 3 – 5 opportunities to cost effectively reuse or recycle supplies
	Full responsibility

	
	Notifies Brinks when Money Room is closed
	Same
	Full responsibility

	
	Respond to alarm system activated with Alarm company
	Same
	Full responsibility

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	3. Acts as a working supervisor by assisting Money Room Clerks with counting and balancing currency, coin and tokens and preparing bank deposits.
	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).
	
	

	
	Identify and report counterfeit money


	
	

	
	Replenishes supplies for work area.

	Must rotate in the job
	Negotiate rotation with other Money Room clerks 


	Task
	Standards
	Expectations
	Power to Act

	4. Facilitates the daily processing of cash and tokens
	As each bag is counted, its put into computer


	· Must balance with toll collector or reconcile changes as warning received

· Then check to see who inputted correctly
	Full responsibility , but must call over to Accounting to get warning sheets

	
	At end of day input same days vault in for Windsor and Detroit separately
	· On Canadian only – where toll collector count differently from money room clerk

· Errors in Money Room reporting and handling of money and tokens is  zero 
	Full responsibility

	
	Provides reporting on Money Room daily operations:

· Every night e-mail records of tokens disbursed

· Inputs daily vault information into computer
· Run a vault report by lane 

· End of day each vaults number of coins by denomination 
	· Run report first on vaults for Windsor and Detroit

· Run reports on bags for W & T

· Then check bags and vaults against reports


	Full responsibility

	
	Reconciles differences and report variations and/or questionable trends to boss for investigation.
	Reconciliation is initiated by Accounting Clerk – (Bank or accounting will pick up errors)
	Full responsibility

	
	Ensures compliance with Company accounting policies and procedures.
	
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Provide Money Room clerks with uniforms 

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

	
	Order for clerks, Money Room uniforms including steel toed shoes
	Same
	Full responsibility

	
	Document employee purchases and send to Finance for processing 
	Same
	Full responsibility

	
	Keeps records of uniform purchases for clerks
	Same
	Full responsibility

	
	Recommend that clerks stay within company uniform allowance and when exceeded initiate repayment from paychecks
	Same
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	6. Other related duties as assigned by the Vice President, Administration 
	Maintains a safe and healthy environment by identifying and anticipating concerns and hazards, assisting in the developing of policies and procedures and enforcing and promoting a safe environment.
	Same
	Full responsibility

	
	Complies with existing and new safety legislation.
	Same
	Full responsibility

	
	Receives regular safety training.

	Same
	Full responsibility

	
	Review all processes for which this job is prime 
	Identify disconnects and recommends improvements
	Full responsibility

	
	Identifies development opportunities to improve skills and competencies for this position    
	Same
	Full responsibility, but must negotiate external training with VP Admin

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