
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:    Banking Center Operations Manager    
	Location: Greenville, OH
	Reports To: Regional Branch Manager
	MINIMUM REQUIREMENTS: 
	POSITION SUMMARYRow4: The Branch Operations Manager is responsible for assisting senior management in the efficient management of administrative service of the Bank, such as the day-to-day management of retail banking center operations, banking center support and compliance, security and safety related functions, and staff hiring and training.  Also responsible for direct supervision of Banking Center Managers and assists with teammate coverage at each Banking Center location.  Also assumes responsibility and is accountable for adherence to all bank policies and procedures.
	ESSENTIAL JOB FUNCTIONS4: Customer Service:
Answering client questions about products or services.
Resolving complaints and account-related problems.

Administrative and Compliance Responsibilities:
Maintaining tracking of Various Branch Metrics
Updating and maintaining bank policies, including Bank Secrecy Act/Anti-Money Laundering, Truth in Savings, Identity Theft Prevention Program, and other policies.
Reviewing annual updates of Teller Policy.
Overseeing Surprise Cash Counts and monitoring cash orders and shipments.
Reviewing and ensuring accuracy of filed CTRs (Currency Transaction Reports).

Relationship Management:
Maintaining relationships with key clients and business partners to drive new business opportunities or retain existing business.
Staff Management and Development:
Reviewing weekly schedules for adequate staffing and recommending alternatives/options.
Involvement in the hiring process, including reviewing applicants, scheduling interviews, conducting interviews, and determining staffing needs.
Regulatory Compliance:
Ensuring compliance with all banking laws and regulations.
Reporting potential violations to supervisors.
Communication and Reporting:
Participating in bi-weekly meetings with Banking Center Managers to review compliance or procedural updates.
Creating and reporting weekly to the CEO and CFO.

Leadership:
Providing leadership to branch staff by setting an example through behavior and attitude.
	EDUCATION: High School Diploma, College degree preferred 
	EXPERIENCE: 3+ years banking experience- 1+ years of leadership experience 
	SKILLS & KNOWLEDGE 1: Proficient in the use of Microsoft Office Suite.
Demonstrated strong analytical and problem-solving abilities.
Exceptional verbal and written communication skills.
Availability: Must be available to work flexible hours and occasional weekends.
	Position Closing Date: 2/6/2024
	Position Open Date: Until filled
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