
 

 

EMPLOYMENT MANAGER 
GRIFFIN 

 
United Bank is a growing 114 year old $1.4 billion Community Bank that proudly provides Signature 

Service to our customers in 18 locations in 11 counties throughout Middle Georgia.  

 

Job Summary 

Under the guidance of the Human Resources Director, manages the comprehensive Employment function for the 

Bank. Partners with managers to recruit, select and place qualified candidates, internally and externally, to meet the 

staffing needs of the organization. Develops and implements initiatives to attract, measure, retain and manage the 

Bank's talent. Understands the skills, competencies and cultural requirements for a "best fit" candidate who meets 

the needs of the position and the strategic direction of the business. Evaluates the effectiveness of the Bank's overall 

talent and Employment policies and procedures and provides recommendations to Executive Management.  Women 

and Minorities are encouraged to apply. 

 

Job Functions 

 Develop, implement and evaluate employment related policies and procedures for effective recruitment, 

testing, selection, on-boarding retention and job placement.  

 Recruiting employees (internally and externally) by developing sources of qualified applicants, conducting 

screenings, interviews, administering tests, checking references, and evaluating applicant qualifications to 

fill open positions within the expected timeframe.  

 Assist department heads with recruitment, applicant selection, placement, transfer, promotion, demotion, 

employee relation issues, and termination of employees.  

 Collaborates with hiring managers and HR team to quickly and correctly assimilate new employees through 

orientation and on-boarding.  

 Ensure pre-employment requirements and new hire paperwork are completed and processed accurately and 

timely.  

 Manages Worker's Compensation and unemployment claims.  

 Consult with managers to determine appropriate pay and equity levels.  

 Collect, report and analyze employment related statistics.  

 Maintain current knowledge of employment laws, regulations and best practices.  

 Ensures compliance with state, federal and local regulations and laws.  

 Provides data and oversees production of a variety of HR reports.  

 Conducts stay interviews and exit interviews.  

 Coaches managers in resolution of employee relations issues.  

 Conducts new employee orientation and on-boarding.  

 Maintains current knowledge of industry regulations, requirements and trends by attending seminars, 

member associations and reading trade periodicals.  

 Position will be required to comply with all Federal and State banking laws and related regulations, to 

include but not limited to the Bank Secrecy Act.  

 Assume additional responsibilities in Human Resources as needed.  

 Other duties may be assigned.  



Job Requirements 

 Bachelor's degree in Human Resources, Organizational Management, Business or a related discipline. 

Comparable on the job related experience may be substituted for educational requirement.  

 Minimum of five years Human Resources recruiting experience.  

 Working knowledge of current State and Federal employment law.  

 Demonstrated leadership, project management, coaching and time management skills.  

 Effective interpersonal, presentation, written and verbal communication skills.  

 Professional demeanor and presentation.  

 Ability to build and maintain positive and productive relationships, at all levels, throughout the Bank.  

 Must be detail oriented, organized and capable of multi-tasking with the ability to prioritize tasks with 

minimal supervision.  

 Ability to exercise discretion and tactfully handle sensitive issues.  

 Uses discretion and keeps confidential information private.  

 Flexible; able to start, stop and change tasks as needed.  

 Resilient, adaptable and results oriented.  

 Proficient in using Microsoft Office software. Ability to quickly learn and utilize new software\systems. 

Previous ADP experience is a plus.  

 Human Resources recruiting experience in the Banking industry preferred.  

 SHRM Certified Professional preferred.  

 

United Bank provides equal opportunity in employment for all qualified persons and prohibits discrimination 

in employment on the basis of race, color, religion, sex, sexual orientation, gender identity, national origin, 

age, veterans status, disability unrelated to job requirements, genetic information, military service, or other 

protected status. Please apply online at www.accessunited.com , select the Careers link at the bottom of the 

page. 

 

  

 

http://www.accessunited.com/

