POSITION DESCRIPTION FORM

Name:



Title:

Mortgage Loan Processor


Supervisor:

Back-Up:
Real Estate Mortgage Underwriter
Classification:  Non-exempt/Full-time
Position Summary:

As Mortgage Loan Processor, this position is responsible for providing primary support to all Mortgage Loan Officers of the Bank. Duties and responsibilities will include entering residential data in to the Encompass computer software system, and Bankers Bank/Associated Bank software system with appropriate updating and assembles and verifies loan documents for accuracy. This position will also serve as a back-up to the Real Estate Mortgage Underwriter.

Essential Job Functions
A.  Loan Document Processor Duties:

1)  Provide mortgage processing primary support to all Mortgage Loan Officers of the 
      Bank.

2)   Communicate with loan applicants, 3rd party vendors if necessary.
3)   Conduct accurate and timely opening and initial review of mortgage loan files.

4)   Review all application documents and required disclosures per department checklists

      for accuracy and compliance.

5)   Pre-underwriting of initial review of credit report, income, credit and supporting

      file documents
6)  Analyze income for self-employed borrowers

7)  Provide tracking list of initial items to all Mortgage Loan Officers of the Bank.

8)   Complete appraisal/evaluation order forms and e-mail orders to                

      appraisals@premiercommunity.com.

9)   Complete title/letter report order forms and e-mail orders to designated third party 

       vendors for all purchase and refinance transactions.  
10)   Maintain a tracking system for appraisals/evaluations/title commitments/letter reports 

      due dates.  Follow up if due dates have passed.

11)  Add closing dates for purchase money transactions via e-mail request to 

       mortgagesupport@premiercommunity.com email box.

12) Monitor file progress to meet financing contingency dates, closing dates, rate lock 

       expiration dates, and 30-day window for loan decision-Regulation B.

13)  Weekly individual conference with Mortgage Loan Officer to check status of file 

        conditions in order to move file to underwriting or closing.  

14) Review title commitments/letter reports.
15) Order and review tax return verifications. (TRV’s)
16) Order and review flood certificates.  Generate required flood disclosure notices if 

       property is in flood zone and send notification to borrowers with cover sheet. 

       Communicate to Mortgage Loan Officers & team members as applicable.  Email 

       supporting flood documentation to compliance before loan closing.  Complete flood 
       worksheets.

17)  Use of conversation log to communicate with team members during loan process  

18) Cross check FEMA flood zone, map number and map date to appraisal.

19)  Complete codes within Encompass Software for ULDD

20) Complete screens in Encompass Software for appraisal/appraisal company 

       information, property value and year built.   

21) Order Verification of Employment, Deposits, Loans, Mortgages, child support and

      Maintenance if applicable, work number if applicable.
22) Tracking of low appraisals, various investor fees relating to pair

       off/extension/withdrawal/denied fees as deemed necessary or required.  
23) Prepare and perform verbal Verification of Employment document and employer 3rd 
      party documentation source and DFI checks for self-employed borrower business 
      entity if applicable.    
24)  Prepare and perform Limited Denial Participations/Government System for Award 
       Management Checks for all secondary market loans.
25) Initial run of Desk Top Underwriter/Desk top Originator.  
26) Upload appraisal to UCDP & CU portal if FHLB loan.

27) Review/approve appraisals as deemed necessary or required.  
  28) Prepare loan file for submission to in-house mortgage underwriter, or 3rd party
       investors portals (Associated Bank/Bankers Bank), and update Transmittal Summary 

       (1008) and application (1003)
29)  Monitor third-party investor portals for progress of files.  Update Encompass and 

        Mortgage Loan Officer

30)  Upload conditions as received from Mortgage Loan Officers

31) Prepare mortgage loan commitment letters to borrower & Mortgage Loan Officers 

       outlining underwriting conditions.  

32)  Clearing of conditions depending on item(s) & impacts to underwriting approval.  

       Send updates to Mortgage Loan Officer as conditions are cleared  
33)  Complete HMDA form as it applies to Mortgage Loan Processor responsibility.
34)  Complete 3rd party investor checklists including processing and underwriting 
        required documentation sections

35) Complete Fannie Mae loan delivery steps for FHLB loans
36) Perform FHLB Quality Control Pre-Closing Loan Review for FHLB loans according 

       to procedures.  
37)  Mortgage processing for 3rd party investor (Associated Bank/Bankers Bank) for
       USDA/GRH loans.

38)  Request pay offs, Homeowner’s Flood Insurance.   

39)  Prepare file for final underwriting/closing to in-house mortgage underwriter, or 3rd 

       party investors.

40)  Prepare loan files complete required documentation for adverse action loans, with 

       timely delivery of documentation to appropriate Bank team members, including 3rd 

       party investors as applicable.  

B.  Serve as back-up for the Mortgage Underwriter as needed to ensure responsibilities are           completed on a timely basis.  


1.  Park Bank Jumbo Real Estate Participation Loans



2.  WIPFLI and MPF Audits



3.  Posting of weekly ARM rates and monthly in-house rates   

C.  Other Related Duties:
1)  Assist the Mortgage Loan Officer in completing notes in conversation log, finalizing    information details, and numbers prior to sending the loan through milestones of  Encompass Software.
2) Completing adverse action for desk-top denials if requested.  Submit to Compliance for review 

3) Process Adverse Action loans (non-desk top denials and approved not accepted.  Complete HMDA and submit file to compliance for review
4) Complete approved not Accepted files and send to Compliance for review.

5) Attend all compliance training sessions and loan meetings.

6) Complete yearly online training courses for effective compliance with all federal regulations and Bank policies and procedures pertaining to the real estate mortgage loan department.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
7) Attend local functions as a representative of the Bank

8) Perform other related work as required and assist other employees within the department as needed during peak periods of business.  
9) Support the Bank’s sales objectives and campaigns referring customers to Personal Bankers, Loan Officers, Insurance Agents and Investment Representatives of the Bank.  

D.  Knowledge, Skills, Abilities and Competencies Needed:


1)  High School Diploma or equivalent

2)  Two to three year’s recent loan processing experience

    
3)  Knowledge of consumer, real estate, and secondary market loans.

4)  Proficiency in Microsoft operating systems, including Word, Excel, Mail Merge.

5) Knowledge of real estate and secondary market loans as well as all federal and state banking regulations and compliance pertaining to real estate loans.
6) Ability to work independently, meet deadlines and maintain a positive, service-oriented attitude.

7) Internal and external customer relations skills as well as organizational skills.
8) Ability to multi-task in a fast-paced environment.

E.   Physical Demands/Abilities:

Work is performed largely in a pleasant office environment with minimal chance for personal injury.  Prolonged sitting and intermittent mental and visual concentration for computer usage required.  Position requires talking, listening, walking, reaching outward and above shoulder, and occasionally lifting and carrying 20 pounds or less.  Hours worked are generally normal business hours and average from 37.5 to 40 hours per week with expectation for a certain amount of community involvement.

Measures of Performance

The duties and skills outlined in the job description require performance factors that allow

person to meet or exceed the expectations of the Bank in successfully performing their job.  

Those attitudes and behaviors are:  Job Knowledge, Bank Knowledge, Customer Service, Initiative, Judgment, Communication Skills, Planning and Organizing Work, Time Management, Quality of Work, Confidentiality, Relationships with Co-workers, Relationships with Management, Cost Consciousness, Security, Personal Development, Business Ethics, and Relationships with the Community.
Employee Acknowledgement

This job description describes the general nature and level of work performed by the employee assigned to the position.  It does not state or imply that these are the only duties and 
responsibilities assigned to the job.  The employee may be required to perform other job-related duties as requested by the supervisor.  All requirements are subject to modifications over time.

Signatures:

Employee:
Date:


Supervisor:
Date:


December 2018
