HAWTHORN BANK

Job Description

Job Title: 
Loan Assistant I – SW Region  

Reports To: 
As Assigned   

FLSA Status: 
Non-Exempt

Division: 
Lending 

Department: 
Loan Processing   


Location: 
Varies  

Prepared By: 
Jill Corrigan
Prepared Date: 
04/27/11
Approved By: 
Sr. Management

Approved Date: 
04/27/11
SUMMARY 

This position is responsible for preparing documents to initiate and close loans.  This position will order supporting loan documents and assist the loan officer in assigned tasks.  Work is performed within the framework of standard operating policies and procedures, however, independent judgment and discretion is required in performing assigned tasks.  Deviations from normal procedures and/or questions are referred to the supervisor.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Receive loan folder from loan officer; follow procedures for floor plans (advances, payoffs, reports); loan advances on lines of credit; complete all loan payments.

Print past dues on a weekly basis; pull credit reports and UCC search; order floods; prepare engagement letters for new appraisals; prepare financial statement letters; order title insurance; obtain insurance information. 
Complete all CRA information; complete child support lien search; pull paid real estate tax information; and complete renewal worksheet for maturing loans for loan officer. 

Scan all loan documents; make copies as needed (including items for the senior loan committee folder twice a week); fax signed documents to processor so loans can be uploaded; mail all original deed and title applications for filings; and file approved loans being presented to the senior loan committee. 

Assist in preparation for Board Meetings; make copies of reports, mail letters to Directors, reserve room for meetings, make arrangements for food for meetings, set-up and clean-up of room, and remove reports at conclusion of meeting.    

File documentation and record in loan files; retrieve information from files to respond to inquiries from a variety of individuals; and monitor financial statement listing report.
Perform all duties of a customer service representative and teller, as needed.

Answer telephone, transfer calls, and/or take and transmit messages; greet and screen visitors then direct to appropriate bank personnel; perform general clerical duties.

Comply with all banking regulations, policies and procedures.

NON-ESSENTIAL DUTIES & RESPONSIBILITIES include the following.  Other duties may be assigned.

Maintain education and professional expertise through attendance at job related seminars, conferences, and workshops.

SUPERVISORY RESPONSIBILITIES 

None.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Possess a high school diploma or GED certification, plus additional education and/or training.  

Possess a minimum of at least one year of work experience in a commercial lending department.  experience.  

LANGUAGE SKILLS 

Ability to read and comprehend simple instructions, short correspondence, and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  

REASONING ABILITY 

Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.

OTHER SKILLS AND ABILITIES

Operate standard office equipment (e.g., personal computer/printer, telephone, fax machine, copier, folding machine, calculator, etc.).  Basic PC  knowledge, including excel.

KEY CONTACTS--Internal and External 

Has frequent contact with loan officers and customers. 

CERTIFICATES, LICENSES, REGISTRATIONS

Valid driver’s license. 

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to stand; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear.  The employee is occasionally required to walk and sit.  The employee must frequently lift and/or move up to 15-20 pounds.  Specific vision abilities required by this job include close vision, and distance vision.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

COMMENTS

Position may require occasional travel to various locations for job related business.  Position may require ability to work before or after normal business hours to meet deadlines and attend various meetings. 

