First Community Credit Union
JOB DESCRIPTION

POSITION TITLE:
   Consumer Loan Processor


DEPARTMENT:  
Consumer Lending
CLASSIFICATION:
   Non-Exempt




LOCATION:           Jamestown Administration
REPORTING RELATIONSHIPS
POSITION REPORTS TO:
VP of Consumer Lending
POSITIONS SUPERVISED:
None
POSITION SUMMARY
Perform administrative support to the lending staff for member consumer loan requests while ensuring loan documentation and file maintenance is in compliance with applicable policies, procedures and regulatory requirements.  
ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Enthusiastically support the Credit Union’s focus on member sales and service.  Establish and build relationships with members and others by providing prompt, friendly service.  
2. Collect, compile, identify and gather required loan documentation to conduct timely and accurate data entry into computer system.

3. Prepare documentation for approved loans ensuring compliance with department and regulatory guidelines.  Consistently follow operational processes and procedures when performing job tasks.     
4. Prepare closing documentation and distribute appropriate documents in an efficient and effective manner.  Check documents for accuracy to ensure vesting, legal description, signatures and other relevant information is correct upon receipt of signed documents.
5. Fund all consumer loans on computer system, pay bills, maintenance information, etc. and file loan documents with appropriate agencies.  Close out, organize and complete loan files according to established guidelines.
6. Maintain prompt and consistent communication between all parties by telephone, mail or email in order to provide updates of loan status and pending issues.
7. Respond to member in-person and telephone inquiries, requests, and problems, taking ownership to resolve issues within given authority in a timely manner in accordance with member expectations and in compliance with operational and compliance procedures.
8. Maintain the integrity of the member relationship management solution and sales program by accurately recording and tracking member encounters.

9. Display a pleasant, professional and positive manner on the job and follow guidelines established in the Code of Ethics and Conduct and the Employee Handbook to include the dress code, punctuality, and confidentiality policies.   Regular attendance is necessary to perform the duties of the position.

______________________________________________________________________________
NON-ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Generate reports as directed by manager.

2. Process incoming and interoffice mail.

3. Order, deliver, and stock all supplies for the lending department.

4. Support growth objectives by representing the Credit Union in a professional manner at FCCU-sponsored business and community events.

5. Participate in continuing education as approved by supervisor.

6. Work on special projects and perform other non-exempt duties as assigned. 
EDUCATIONAL/EXPERIENCE REQUIREMENTS
EDUCATION/CERTIFICATION:

· High school diploma or equivalent.  
EXPERIENCE REQUIRED: 

· One year of loan processing or two years of financial institution experience.
· Experience with consumer origination systems or banking systems particularly relating to loan processing.

· General knowledge of relevant credit union regulations, policies and procedures.

· Advanced administrative, secretarial and clerical skills.

SKILLS/ABILITIES:

· Excellent customer service and interpersonal skills.  

· Strong communication skills including excellent telephone etiquette.

· Ability to exercise good judgment and resourcefully solve routine problems with tact and diplomacy. 

· Ability to perform detailed functions quickly and accurately. 

· Excellent time management and organizational skills and the ability to maintain an effective and efficient work flow.

· Ability to work additional hours or in other locations as needed.  

· Ability to operate computer applications with demonstrated proficiency in Microsoft Office Suite. Excellent PC/data entry skills.  Strong typing and navigation skills required.  Ability to navigate multiple windows and applications simultaneously.  

· Skill in performing mathematical calculations and working accurately with numbers.  

· Self-directed learner; ability to work with minimal supervision.

· Demonstrated ability to adapt to change.  Understand that change will occur, expect it, and effortlessly perform during and after the change.

· A proven record of confidentiality at a high level is required.  Ability to work well with others and maintain composure, poise, and patience when dealing with members and others.

· Commitment to FCCU’s Values -- IMAGE -- Integrity, Member-Focused, Achieving Continued Success, Growing Relationships, Excellence in Service and Staff.

PHYSICAL REQUIREMENTS
· Ability to verbally convey detailed or important instructions or ideas accurately and efficiently.

· Ability to hear average or normal conversations and receive ordinary information.   

· Specific vision abilities required include close, distant, color, peripheral, depth perception and the ability to adjust focus.

· Frequently required to sit, stand, and reach with hands and arms; occasionally required to walk, climb, stoop, kneel or crouch. 

· Must be able to use hands to finger, handle, or feel objects, tools, controls or operate a computer or other office equipment, such as a calculator, copy machine and computer printer.  

· Must be able to occasionally lift and/or move up to 30 pounds.  

· The noise level in the work environment is usually moderate.  

· Must be able to drive to various locations to work, train, attend meetings or conduct business development efforts.

· Must possess a valid Driver’s License and access to a vehicle with appropriate insurance coverage if required to drive in the course of performing assigned duties and responsibilities.
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