Since 1883

Greenville
Federal Employment Opening

Positiion For Hire

Position Title: Administrative Assistant Department: Hyman Resources
Location: Greenville, OH Reports To: HR Generalist
Exempt: Non-Exempt: |[] Part-time: Temporary:

POSITION SUMMARY:

The Administrative Assistant supports daily operations with a primary focus on Human Resources administration, supporting
marketing initiatives, and providing occasional assistance to executive and senior leadership. This role requires strong
organization, attention to detail, and the ability to manage multiple priorities while handling sensitive information with
professionalism and discretion.

ESSENTIAL JOB FUNCTIONS:

Administrative & Office Support

- Provide general administrative support across departments, with emphasis on HR and marketing.

- Maintain organized electronic and paper files, records, and documentation

- Schedule meetings, prepare agendas and materials, and assist with coordination of internal activities.
- Serve as a point of contact for routine internal and external requests.

- Identify opportunities to improve administrative processes and workflows.

- Provide backup support for other administrative functions as needed.

Human Resources Support
- Assist with onboarding and offboarding processes, including preparing employee files and coordinating required

MINIMUM REQUIREMENTS:

High school diploma or equivalent required; associate’ s or bachelor’ s degree in

EDUCATION: Business Administration, Human Resources, or a related field preferred.

Prior experience in an administrative assistant, HR assistant, or office support role

EXPERIENCE: preferred.

- Strong organizational, planning, and time-management skills with exceptional attention
. | to detail.
SKILLS & KNOWLEDGE: - Ability to manage multiple tasks and shifting priorities in a fast-paced environment.

- Professional written and verbal communication skills with a customer-service mindset.
- Praficiencv in Micraanft \Ward Fxeel and Ontlnnk: exnerience with nffice and HR

Position Posting Date: March 2026 Position Closing Date: Until Filled

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

Greenville Federal offers 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.
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- Provide general administrative support across departments, with emphasis on HR and marketing.

- Maintain organized electronic and paper files, records, and documentation 

- Schedule meetings, prepare agendas and materials, and assist with coordination of internal activities.

- Serve as a point of contact for routine internal and external requests.

- Identify opportunities to improve administrative processes and workflows.

- Provide backup support for other administrative functions as needed.



Human Resources Support

- Assist with onboarding and offboarding processes, including preparing employee files and coordinating required paperwork.

- Support payroll and benefits administration by compiling data, tracking employee time-off, and assisting with reporting.

- Maintain HR records and ensure employee information is accurate and current.

- Assist with recruiting activities, including job postings, candidate tracking, and coordination of background checks.

- Partner with HR to support the implementation and optimization of HR systems (including Paycor), helping streamline administrative processes, improve data accuracy, and document new workflows.

- Handle sensitive and confidential information with discretion and in compliance with company policies and applicable regulations.



Marketing Support

- Assist with marketing and communication efforts, such as updating and posting content each month, coordinating promotional materials, and supporting campaigns or events.

- Help maintain consistency in internal communications and external messaging as directed.

- Coordinate marketing-related documentation and schedules.



Executive Support

- Provide administrative assistance to the executive and senior leadership as needed.

- Assist with preparing reports, presentations, and correspondence.

- Coordinate meetings, calendars, and follow-up tasks related to executive requests.

- Support special projects and initiatives assigned by leadership.
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- Ability to manage multiple tasks and shifting priorities in a fast-paced environment.

- Professional written and verbal communication skills with a customer-service mindset.

- Proficiency in Microsoft Word, Excel, and Outlook; experience with office and HR systems preferred.

- Ability to work independently, exercise sound judgment, and adapt to changing priorities.

- Strong problem-solving skills and a proactive approach to improving administrative workflows.

- Ability to collaborate effectively across departments and support team objectives.
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