
 

 

Newton Federal Bank, a $240 million community bank located in Covington, Georgia has an immediate opening for a 

Loan Operations Specialist.   

Qualified candidates should submit resumes to jaynlawson@newtonfederal.com with “Loan Operations Specialist” in 

the subject line.  

Newton Federal Bank is an equal opportunity employer.  It affords equal employment opportunity to all individuals, 

regardless of age, race, color, religion, gender, national origin, sexual orientation, gender identity, genetic information, 

veteran status or disability. 

PURPOSE/POSITION SUMMARY: 

To provide assistance to the Loan and Loan Operations Departments, as directed by Manager.  This position’s primary 
responsibility will be to accurately key in all commercial loans to the core system.  Provides courteous assistance and 
accurate information to internal and external customers. 
 
RESPONSIBILITIES: 

 Accurately keys all commercial loans into ClearTouch and makes entries to general ledger to balance the loan. 

o Serves as back up for keying mortgage and consumer loans into ClearTouch. 

 Accurately maintains Monitor Tracking System for all Loans. 

o Receives documents in Monitor systems that are outstanding and assigned to Loan Operations. 

o Receives updates from loan associates/lenders for various documents assigned to them. (Financial 

Statements – Tax Returns). 

o Runs reports as directed of items outstanding and sends to assigned personnel for review. Receives 

back and updates the system accordingly. 

o Prints appropriate letters of coming due items and mails to customers, as directed by lender. 

o Files documents weekly.  

 Provides courteous telephone assistance to internal and external customers in regards to loans. 

 Serves as back up to other positions in Loan Operations as needed. 

 Other duties as assigned by Manager. 

 

MINIMUM JOB REQUIREMENTS:  

 High School graduate or equivalent 

 Minimum of three to five years banking experience 

 Previous loan operations or loan processing experience strongly preferred 

 Proficient with Microsoft Office applications, including Word, Excel and Outlook 

 Initiative to learn all aspects of the Loan Operations Department with special focus on the Commercial Loan System 

 Ability to learn quickly and have a solid understanding of the entire loan process for all systems 

 Strong attention to detail and must understand the importance of accurate input of all loans into the Core System 

 Offers ideas and suggestions for improving workflow 

 Ability to receive and accept constructive criticism 

 Must be flexible, capable of multi-tasking and have the ability to accept ongoing change 

 Excellent organizing and planning and problem resolution skills 

 Ability to perform account, loan, and credit transactions 

 Ability to maintain composure under pressure and display a professional demeanor at all times 

 Ability to work with minimal supervision and maintain strict confidentiality 

 Excellent interpersonal and written and verbal communication skills to tactfully interact with customers and 

employees at all levels in the organization 

 Strong customer service orientation 

 Successful completion of special skills training as deemed necessary by the Bank 
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