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POSITION TITLE: Loan Officer/Senior Loan Officer
DEPARTMENT: Loan
REPORTS TO: Chief Credit Officer

POSITION RESPONSIBILITIES

Complete the underwriting of the application to include the analysis of applicants' financial status, credit, and
property evaluation to determine if loan requests meet the banks and lending criteria. Evaluates the sources of
repayment on loan requests and does a competition analysis.

Develops an understanding of bank policies and procedures as well as SBA standards and SOP's. Reviews the loans
for eligibility and verifies same.

Completes the customer interview. Makes as assessment of the customer and resolves outstanding questions
related to the transaction.

Develops expertise in use of Bank loan systems.

Submits the loan request to Credit Administration to secure approval for the transaction. Works closely and
directly with the credit officer, answers questions about the loan and the customer which allows the credit officer
to become comfortable with the request.

Orders third party appraisal on real estate, business valuations and environmental assessments. Reviews
documentation upon completion for compliance with loan conditions.

Communicates with lending personnel regarding the loan request.

Coordinates with the Loan Packager to ensure all documents are packaged and sent.

After the loan is approved, issues the commitment letter and tracks until it is returned signed and accepted.
Develops industry expertise in serving specified market niches.

Ensures a smooth transfer of the customer to the Loan Closing Specialist for the closing and funding of the loan.
Keeps abreast of economic conditions, changes and trends in customers’ businesses, the banking industry and the
specific market niches targeted by the bank.

Supervise and training team members and Review complex credit (Senior Loan Officer)

SKILLS / QUALIFICATIONS

Intermediate knowledge on credit analysis

Ability to work on multiple loans simultaneously

Excellent time management

Working knowledge of Microsoft Office

Effective written, verbal and organizational skills and meticulous attention to detail

EDUCATION / EXPERIENCE

Bachelor’s degree from accredited 4-year University
Minimum 2 years (Loan Officer), 5 years (Senior Loan Officer) of underwriting

The salary range for this full-time position is $26-530/per hour (Loan Officer)/ $65,000-595,000 (Senior Loan Officer)

Salary ranges are determined based on qualifications, level, and location. Exact compensation may vary based on your skills and experience.



