
Positiion 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:

Department:

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.


	Position Title: Accounting Clerk
	Department: Bookkeeping
	Location: Greenville, OH 
	Reports To: Nicki Gillespie
	MINIMUM REQUIREMENTS: 
	POSITION SUMMARYRow4: The Accounting Clerk will report to the Controller and be an integral part of the accounting team. The successful candidate will assist in supporting the accounting and operations functions for Greenville Federal. The Accounting Clerk will be motivated, organized, detail-oriented, and accountable. Strong communication skills are a must, as is the ability to work well as part of a team.
	ESSENTIAL JOB FUNCTIONS4: • Manages the accounts payable process, including but not limited to processing invoices and credit card transactions, and performing check-runs• Audit of account file maintenance and new account review• Daily NSF, non-posts, exceptions, stop payments, account and deposit holds• Large Item Review, Chargebacks and Returns• ATM/Debit Card orders, card reissues, maintenance, pin resets and disputes• ACH exceptions, stop payments and disputes• Processing daily reports, reconciliations and settlements as assigned• Performs other accounting activities of varying complexity, such as journal entries, GL reconciliations, and sales and use tax filing    
	EDUCATION: High school diploma or equivalent
	EXPERIENCE: 2 years related banking or accounting experience preferred
	SKILLS & KNOWLEDGE 1: Excellent written and verbal communication skills
	SKILLS & KNOWLEDGE 2: Proficient computer skills, especially Microsoft Excel
	Position Closing Date: 2/12/19
	Position Open Date: 
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