
STATE OF ARIZONA JOB CODE CLASSIFICATION SPECIFICATION 
 

FLSA: EXP Job Code: ACV32049 
Job Class Code: 300 Salary Schedule: AREG 
EEO Category: 02 Grade: 23 
Workers Comp Code: 8810   
    
Job Code Established: 08/09/89 Effective Date:  
Job Code Revised:  Effective Date:  
 
JOB CODE SERIES:    Loan Series  
 
JOB CODE TITLE:       LOAN MANAGER 
 
HRIS TITLE:     LOAN MGR 
 
ORGANIZATION/WORK SETTINGS:  Department of Commerce 
 
WORK DESCRIPTION: Manages and directs the activities of a division of loan officer.  
Responsibilities include direction of small business loan/grant applications; the maintenance of the 
loan portfolio; the administration of federally funded loan programs; ensuring compliance with 
Federal rules and regulations; coordinate of the agency loan review committee. 
Position develops and implements new financing initiatives mandated by Arizona law or required 
to better satisfy the needs of small businesses; ensures design and implementation of a statewide 
marketing plan for loan program; monitors the quality of work output, individual performance and 
congruence among all loan/grant mechanisms; allocates Industrial Development Bond eligibility; 
administers the division budget; and makes internal policy and procedure recommendations 
related to loans, grants and the delivery of small business services. 
   
WORK ACTIVITIES: Manages the division’s day-to-day activities. 
Provides staff training and development on division procedures, credit evaluation, portfolio 
maintenance, marketing and delivery of services. 
Administers the division budget. 
Coordinates activities of loan committee for review of loan/grant mechanisms. 
Develops and implements new financing initiatives. 
Monitors work output and congruence among all loan/grant mechanisms. 
Allocates industrial development bond eligibility. 
Keeps abreast of changing industry, state and federal standards that apply to the functioning of 
the division. 
Makes internal policy and procedure recommendations. 
Performs related work as assigned by the director of the agency. 
Ensures compliance with state and federal rules and regulations. 
Evaluates employees on their performance. 
Serves as member of loan committee. 
Ensures the compilation of useful program statistics and information. 
Attends professional seminars, meetings and conferences. 
Gives and receives information helpful to loan officers in the operation of the division. 
Compiles information for and writes periodic reports on division’s work activities. 
Works with board of directors, attorneys, management information staff and other certified 
development companies to streamline the operation of the division. 
Performs related work as required. 
 



Loan Manager                                                                                              Job Code ACV32049  

 
WORK CONDITIONS: Occasional overnight and out-of-state travel. 
 
SUPERVISION: Reports to the Department Director. 
 
WORK RESULTS/PRODUCTS:  Developed procedures for processing and funding loans/grants; 
public information accessible on loans/grants offered; developed financial programs for small 
businesses; funded loans/grants; managed loan/grant portfolio; liaison to funding agencies, 
private sector lenders and referral sources; and completed reports, statistics, budget and records. 
 
RESPONSIBILITY: For product quality, volume, timeliness and productivity of assignments in 
advising policy and procedure recommendations; allocation of Industrial Development Bond 
eligibility; public awareness of program availability; compliance with State and Federal rules and 
regulations for programs; accurate statistics, funding information and expenditure limits. 
 
AUTHORITY: Choice of financial projects undertaken; structure of grants and loans; schedule of 
loan committee meetings; marketing of programs; assignment and scheduling of duties; internal 
policies and procedures; expense recommendations; and annual plans for the division, for 
individual employee performance plans, for evaluation of employees, for approval of in-state travel 
and sick/annual leave of staff; recommend hiring, dismissal and discipline. 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of: principles and practices of work leadership and management; business credit 
analysis techniques; credit and documentation requirements for portfolio management; 
commercial lending and the conventional lending instruments; local, State and Federal legislative 
processes; small business financing; current financing trends, instruments and lender issues. 
 
Skill/Ability to:  communicate verbally and in writing; negotiate; mediate; conduct meetings; 
make public presentations; manage time; apply motivational techniques; provide employee 
development and training; determine priorities; make decisions; think critically and creatively; 
solve problems; use the organizational structure effectively; provide leadership; create an 
atmosphere encouraging productivity through effective management and supervision. 


