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JOB CODE SERIES:
Loan Officer Series
JOB CODE TITLE:
LOAN OFFICER I
HRIS TITLE:

LOAN OFFICER I
CHARACTERISTICS OF THE CLASS: Works under close lead or supervision of financial manager or Loan Officer III during training period.  General supervision will be exercised for routine tasks that follow established guidelines and procedures.  Authority to determine eligibility of borrowers and projects; determine credit worthiness and structure of projects with confirmation of supervisor.  Occasional overnight travel is required.  Learns to process incoming commercial loan/grant applications of routine nature; determines eligibility of borrowers and projects for financing; structures loans; performs credit analysis; secures loan documents; presents loans to loan committee; completes and submits loan application to funding source.

EXAMPLES OF DUTIES: Learns through training structure to acquire knowledge and skills needed for advancement in work system.  Responds to inquiries about small business financing and makes references to appropriate agency or person.  Screens projects to determine preliminary financial eligibility.  Calculates credit feasibility of routine loans.  Answers questions in regard to loan applications.  Prepares documentation on loan/grants so that loan can be presented to loan committee and federal agency.  Closes and monitors loans.  Maintains files, keeps current by entering data reviews and examines errors, all in accordance with established practice.  Participates in solving loan service problems such as assumptions, prepayments, loans in deficit.  Compiles statistical data for program evaluation reports.  Compiles loan closing package for less complex financing projects.  Assists senior staff with marketing program.  Performs related work as required.

WORK RESULTS/PRODUCTS: Written analysis and compilation of financial and historical data; loan/grant eligibility determination; credit analysis; completed documentation for loan review; loan committee's presentation; submitted loan package; funded loan; completed collateral documents.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: business credit analysis techniques; business operation and management.; real estate development and escrow procedures; real estate and personal property financing.

Skill in: oral and written communication; time management; problem-solving; credit analysis; analyzing financial documents; data compilation and organization.

Ability to: in-house loan functions; responding to incoming inquiries relating to loan programs; preparing all necessary paperwork for loan processing; performing credit analysis on routine loan applications; recommending loan/grant approval to loan committees; monitoring loans issued.

Prefer: Any combination of training and experience that meet the knowledge, skills, and abilities (KSAs) may be substituted.  Typical ways to obtain the KSAs would be:

-
One year work experience equivalent to the Loan Processing/Documentation Specialist, (e.g., a trainee performing basic loan processing. loan servicing, assumption, collateral exchanges, prepayments and possible defaults); Or

-
A Bachelor's degree in business or finance or closely related may substitute for six months of the required experience.

