
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: Operations Clerk
	Department: Accounting 
	Location: Greenville, OH
	Reports To: 
	MINIMUM REQUIREMENTS: High School Diploma or equivalent 
	POSITION SUMMARYRow4: The Operations Clerk is responsible for performing a variety of duties in the bank support area.  They will handle: payments, disputes, adjustments, return items, check processing, customer service and more.  This position requires reasoning through complex problems and the ability to effectively communicate a resolution with internal staff and customers.  Must be capable of working independently and have good decision making ability.
	ESSENTIAL JOB FUNCTIONS4: 1. Maintain and balance ATS payments.
2. Review and process Bankruptcy paperwork and/or payments received, child support payments, garnishments, and court orders for research or anything needed.
3. IRA coordinator: monthly and yearly reporting, answer questions from customers and/or frontline staff, review paperwork, mail out end of year statements, and more.
4. Backup Cash Management Analyst duties.
5. Process load errors and returns, correct ACH items and return via Fedline. 
6. Process both domestic and international wires.
7. Research and resolve ACH disputes and ATM/Debit card disputes.
8. Reloadable/Gift Card Program.
9. Bad check processing.
10. Process Federal Reserve Bank notifications.
11. Maintains high ethical standards while performing all duties in accordance with the Bank’s internal policies and procedures and within prescribed regulatory and compliance guidelines.
	EDUCATION: At least a 2 year degree in Accounting, Finance, or related field, or 2 years of experience
	EXPERIENCE: 2 years of experience in financial services field is preferred.
	SKILLS & KNOWLEDGE 1: • Strong analytical and problem-solving skills
• Highly skilled in math, accounting, and financial processes.
• Excellent communication and interpersonal skills
• Detail oriented and highly organized
• Skilled in time management and the ability to prioritize tasks
• Excel 
	Position Closing Date: 3/22/2024
	Position Open Date: Until Filled
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