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POSITION DESCRIPTION FORM

Name:



Title:

Loan Support Specialist

Supervisor:
Tiffany Krueger
Back-Up:
Other Loan Support Team
Classification:  Non-Exempt, Full-Time
Position Summary:

Servicing: follow-up, reporting and servicing of active loans and troubleshooting customer problems, errors and inquiries, as well as imaging and maintaining all loan documentation.  
Processing: preparation of Commercial / Ag, Consumer, and Home Equity loan documents using LaserPro, initiating electronic signature, imaging and maintaining all loan documentation, and performing secretarial/clerical services for the loan officers.  

This position is also responsible for knowing and complying with all regulations and Bank policies for effective compliance. Duties and responsibilities include, but are not limited to the following:    
Essential Job Functions
A) Servicing Duties:
1) Process loan payments and loan advances.
2) Calculate payoff requests and process paid loan files.

3) Process billing and interest calculation changes as needed.

4) Prepare and process loan participation entries and maintenance as required.

5) Research and analyze problems and recommend solutions.
6) Process incoming insurance notices, verifying coverage for hazard insurance policies.

7) Process escrow transactions and perform maintenance as needed.

8) Research, report and follow-up on delinquent taxes 
9) File UCC Continuations and monitor customer driver’s license database.

10) Maintain loan system and tickler system.

11) Back up to Quality Assurance for daily maintenance.

B) Processing Duties:
1) Prepare loan documents for new loans, renewal loans, and modifications using LaserPro.
2) Ensure compliance and loan policy
3) Send loan packages to lenders for in person closing or electronic closing.

4) Fund new loans, process renewals and modification.

5) File liens on all collateral.
6) Input tracking and other items onto the tickler system.
7) Keep files organized and in the correct location within loan imaging system.    
C) Legal & Compliance Duties (Complete Loan File):
1) Review title work. 
2) Obtain releases, credit reports, flood certifications, homeowner’s insurance, recorded mortgages, purchase agreements, disclosures, real estate appraisals/evaluations, presentations, and other required documents to complete the loan file.
3) Prepare Home Mortgage Disclosure Act reporting
4) Attend all compliance training sessions and loan meetings and complete the Bankers Edge on-line for effective compliance with all federal regulations and Bank policies and procedures pertaining to the loan department.

5) Maintain/review regulatory information websites as applicable.
D) Loan Imaging Duties:
1) Assist with the imaging process for loans, which includes pulling files, sorting, organizing, inserting barcode sheets, scanning, indexing and committing.
2) Daily duties for all other loans closed with include:
D. Examining loan files, accurately identifying loan documents and determining how they need to be indexed
D. Scanning and indexing entire loan file into Director
D. Reviewing and committing loan files under dual control
D. Assisting loan staff with navigating through the loan files in Director
E) Secretarial & Duties:
1) Maintain loan tickler system
2) Mail paid notes, past-due letters and renewal letters to customers
3) Perform a variety of clerical duties requiring knowledge of departmental procedures.
4) Answer loan phone calls and assist customers with routine inquiries and trouble shoot loan-related problems
5) Open mail and complete tracking for insurance, titles, mortgages, and satisfactions
6) Monitor the loan processing email box and respond to emails and requests when necessary and in a timely manner.  
7) Attend and participate in loan meetings at the Bank
8) Attend local functions as a representative of the Bank
9) Perform other related work as required.
F)   Other Related Duties:
1) Support the Bank’s sales objectives and campaigns, referring customers to Personal Bankers, Loan Officers, Insurance Agents and Investment Representatives of the Bank.
2) Practicing and living the Bank’s Constitution by carrying out the core values of listening, trust, diversity of thought, serving, loyalty and teamwork.
G) Knowledge, Skills, Abilities and Competencies Needed:

1) High School Diploma or equivalent 
2) Two to three year’s recent loan servicing / processing or data entry experience, as well as customer service experience
3) Knowledge of consumer, commercial, real estate, secondary market, agriculture loans, and loan insurance is beneficial 
4) Proficiency in Microsoft operating systems, including Word, Excel, Mail Merge, Outlook
5) Ability to work independently and as a team to meet deadlines while maintaining a positive, service-oriented attitude.
6) Internal and external customer relationship skills as well as organizational skills.
7) Ability to multi-task in a fast-paced environment, have an above average attention to detail and be self-motivated while prioritizing deadlines
8) Accuracy and attention to detail is required.

9) Ability to adapt to constant change due to technological advances in department.  

H) 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 30 to 40 pounds or less.  Hours worked are generally normal business hours and average from 35 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 a
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.
Measures of job performance will also be based on the following Core Values of the Bank:

Listening

· I gladly give the time and effort to make conversations count.

· I actively listen by seeking first to understand, asking questions and repeating for clarity

Trust

· I always do what I say I will do.

· I focus on clear destinations, not strict directions
Diversity of Thought

· I greet new ideas with positive, powerful questions.

· I turn dilemmas into opportunities by seeking other’s perspectives.

Serving

· I create opportunities for others to succeed.

· I go the extra step to meet legitimate needs

Loyalty

· I give genuine praise to my team and share a positive attitude in the community.

· I actively strengthen the larger community with my time and talents

Teamwork

· I am transparent, openly sharing information with team members.
· I celebrate successes and take responsibility for failures – using them as learning opportunities

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:


Updated:  9/8/20
