
Position For Hire

Position Title: 

POSITION SUMMARY: 

ESSENTIAL JOB FUNCTIONS: 

MINIMUM REQUIREMENTS: 

EDUCATION:

EXPERIENCE:

SKILLS & KNOWLEDGE: 

Position Posting Date: 

Contact Information:   HR Department (937) 548-4158 or HR@greenvillefederal.com

Position Closing Date: 

Location: 

Exempt: Non-Exempt:         Part-time: Temporary:

Reports To:

Employment Opening

Greenville Federal o�ers a competitive pay structure, excellent health insurance package, 401k plan, ESOP, flex spending account, paid 
holidays, vacation, all in a professional working environment. Greenville Federal is committed to the principles of equal employment 

opportunity and is committed to make employment decisions based on merit. We are committed to complying with Federal, State and 
local laws providing equal employment opportunities, as well as all laws related to terms and conditions of employment. Greenville 

Federal is proud to be an a�rmative action/equal opportunity employer. EOE, including Disability/Vets.


	Position Title:  Human Resources Assistant                      
	Location: Greenville, OH
	Reports To: Human Resources Manager
	MINIMUM REQUIREMENTS: 
	POSITION SUMMARYRow4: Under the supervision of the Human Resource Manager performs payroll, reporting and clerical tasks in a courteous, professional and ethical manner and in accordance with Bank policies, procedures and guidelines. Successfully completes initial and on-going training, including on-line courses, to maintain a comprehensive understanding of pertinent topics as the Bank deems necessary from time to time. 
	ESSENTIAL JOB FUNCTIONS4: • Process payroll in a backup capacity for the HR Manager.• Prepare and submit various HR reports, including the annual EEOC-1 report as well as other government reports as required.• Compile data and assist in the preparation of Annual Benefit Statements for all employees. • Assist in the set-up of new hires or process other employee changes, including pay changes and terminations. • Clerical HR duties as assigned, including tracking paid time off benefits.Onboarding & Recruiting:• Conducts benefits enrollment for new employees.• Verifies I-9 documentation and maintains books current• Submits the online investigation requests for background and credit checks.• Prepares new employee files.• Job Posting to job platforms• Build strong relationships with hiring managers to understand staffing needs and align recruitment strategies accordingly• Manage background checks, reference checks, and other pre-employment processes.• Track key metrics like time-to-fill, source of hire, and applicant pipeline, and report regularly to leadership.Benefits:• Compile data and assist in the preparation open enrollment period each year.• Processes changes within the deadlines.• Processes required documents through payroll to ensure accurate record keeping and proper deductions.• Processes monthly billings from insurance providers.• Annual analysis of ESOP for employee distribution.• Enrollment, termination and maintain changes for 401K benefit.• Upload files and reports for bi-weekly 401K contributions from payroll.• Complete annual compliance testing with 401K vendor to pass federal guidelines.Payroll:• Analyzes, prepares and inputs payroll data.• Prepares salary rate changes, as appropriate.• Prepares weekly, monthly quarterly and year-end reports.• Performs various journal entries and payroll account reconciliations.• Verify weekly employee hours as required.• Export payroll hours from time management system and import for payroll.• Performs quarterly payroll and reporting for all 3 companies for board members.
	EDUCATION: High School diploma or equivalent required, associates degree in HR or Business a plus.
	EXPERIENCE: Recruiting experience helpful. Payroll experience preferred.
	SKILLS & KNOWLEDGE 1: • Must have great attention to detail, possess accurate math ability, and be able to accurately process transactions in a fast-paced work environment. • Experience with payroll and government required HR reporting a plus. • Experience with Windows–based PC applications is required as is the ability to utilize various types of office equipment, including computer monitor and copy machine. • Excel & Outlook experience is also a plus.
	Position Closing Date: 11/1/24
	Position Open Date: Until Filled
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