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Job Description

	JOB TITLE:
	Retail Loan Processor
	JOB CODE:
	

	DEPARTMENT:
	Operations
	JOB GRADE:
	

	DIVISION:
	Retail
	ORIENTATION:
	Ovation

	FLSA STATUS:
	Non-exempt
	REVISION DATE:
	Issued 03/25/10


POSITION REPORTS TO
Operations Manager
POSITION(S) SUPERVISED
None
Essential Job Functions

· Exhibit observable sense of urgency in the execution of all job functions and duties.

· Meet or exceed company levels of customer service delivery

· Provide sales support to Retail Loan Officers

· May be required to communicate with borrower and at such times must maintain excellent customer service levels

· Ensure prompt and efficient service to the Retail Loan Officer

· Act as liaison between Retail Loan Officer, set up, underwriting and funding department 

· Process complex loan files, verifying accuracy of documents received to satisfy underwriting conditions 
· Order missing documents, credit reports, appraisals, 4506Ts, financial statements, W-2, etc. to ensure that loan packages are complete and comply with Ovation Home Loans’ policies and procedures as well as investor policies and procedures and state and regulatory requirements

· Maintain and control fee log for customary third party fees needed to complete loan processing

· Maintain active pipeline of no less than 40 loans with no less than 20 funded units per month

· Manage assigned pipeline to insure timely and efficient action and adherence to company lending and service standards

· Manage files with attention to rate lock expirations

· Ensure all mandated and required procedures are applied to pipeline loans being cancelled or denied

· Confirm rates and fees charged and input data into loan origination system

· Remain current on company requirements/federal and state regulations to ensure compliance

· Maintain clear and consistent lines of communication between all parties involved in process 
· Restructure files as necessary

· Work with other team members to ensure efficient work flow

· Perform other duties as assigned.

Minimum Requirements

· High School Diploma or equivalent required

· College degree preferred

· At least five years of experience mortgage banking or retail loan processing

· Prior experience working with automated Loan Origination Systems

· Proficiency with Microsoft Office

Knowledge/Skills/Abilities

· Current knowledge of industry guidelines and procedures as well as federal, state and local regulations

· Knowledge of mortgage banking

· Analytical skills

· Detail oriented
· Highly organized
· Multi-tasking and prioritization skills necessary
· Ability to work in a fast paced environment under time constraints
· Ability to organize and coordinate projects
· Excellent customer service skills 
· Ability to adapt to change quickly 
· Knowledge of Microsoft Office  
· Strong interpersonal skills and must be a team player
· Excellent customer service skills
· Excellent communication skills both written and verbal
· Proficient in MS Office Word, Outlook, and Excel
Disclaimer

The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification.  They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.  Additional functions and requirements may be assigned by management as deemed appropriate.  All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.

