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Job Description
	JOB TITLE:
	Loan Set Up Coordinator
	JOB CODE:
	

	DEPARTMENT:
	Set Up
	JOB GRADE:
	

	DIVISION:
	Retail
	ORIENTATION:
	Set Up/Ops

	FLSA STATUS:
	Non-exempt
	REVISION DATE:
	Issued 04/27/10


POSITION REPORTS TO
Operations Manager
POSITION(S) SUPERVISED
None

Essential Job Functions
· Set up loan files for delivery to Processing

· Set-up folder
· OFAC
· Exclusionary list

· Print GFE/Sub. fee sheet

· Open Title and Escrow

· Review loan

· Cancelling and Denying dead loans

· Credit Package/ File Creation

· FHA Case # Assignment; FHA GSA; LDP; CAIVERS
· Releasing FHA Case Numbers

· Processing GFE/ TIL’s on un-sold borrowers.

· Exhibit observable sense of urgency in the execution of all job functions and duties.
· Meet or exceed company levels of customer service delivery
· Review, print, stack and audit files as necessary

· Perform data entry of information into system

· Run reports as required and necessary

· Maintain daily log

· Communicate professionally and effectively with Loan Officers and Processors as appropriate and necessary to ensure the efficient flow of work in department

· Maintain acceptable levels of data integrity and quality in execution of job functions

· Perform other duties as assigned
Minimum Requirements
· High School Diploma or equivalent required
· College degree preferred
· At least two years experience in Mortgage Lending or Mortgage Loan Operations or Related Fields
· At least one year Customer Service or Helpdesk Support Experience
Knowledge/Skills/Abilities

· Data entry experience

· Analytical skills
· Detail oriented

· Basic knowledge in reading financial information
· Highly organized

· Multi-tasking and prioritization skills necessary

· Ability to work in a fast paced environment

· Ability to cross train and provide administrative support to client administration, post closing, and funding departments as required
· Heavy Phone and e-mail management skills

· Excellent customer service skills

· Excellent communication skills both written and verbal

· Some knowledge of state licensing requirements for mortgage lending

· 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.
