
 

 

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

opening for a Loan Processor.   

Qualified candidates should submit resumes to jaynlawson@newtonfederal.com with “Loan Processor” 

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: 

As a direct report to the loan processing manger, the loan processor is responsible for the processing of 

mortgage loan applications from start to finish.  The loan processor must maintain effective lines of 

communication with all necessary parties involved in the loan application process including the customer, 

loan officer, and co-workers to ensure a seamless and positive application experience.   

RESPONSIBILITIES: 

 Ability to process multiple files, all at different stages of the approval process and take 
responsibility from start to end. 

 Ensures the adequacy and accuracy of all consumer loan documentation necessary for loan 
approval and closing. 

 Meets timeline and objective while handling customer inquiries and detecting deficiencies in the 
loan early in the process. 

 Orders appraisals or in house evaluations and ensures received in a timely manner. 

 Orders title work, receives title work and resolves title issues, it any, in a timely manner 

 Responsible for collecting information that meets the conditions set forth in underwriting 
decision and ensure that the loan is approved to the bank underwriting guidelines. 

 Prepare closing documentation and assist in the coordination of closing the loan. 

 Maintains record of all loans in process and conducts weekly pipeline reviews with loan officer. 
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MINIMUM JOB REQUIREMENTS:  

 College degree strongly preferred, although work experience may be substituted. 

 Minimum of 2 or 3 years of loan processing experience in a bank or another related industry. 

 Thorough knowledge and understanding of the many compliance regulations associated with 
consumer lending; must be well versed in loan compliance. 

 Must be able to produce all disclosures and documents necessary for each state of the loan 
process. 

 Must be able to take a loan from the application state to the closing table. 

 Ability to perform account, loan and credit transactions. 

 Excellent interpersonal and written and verbal communication skills  

 Excellent organization and planning and problem resolution skills. 

 Ability to work with minimal supervision and maintain strict confidentiality. 

 Must be detail oriented and capable of multi-tasking. 

 Strong customer service skills. 

 Ability to maintain composure under pressure. 

 Must be able to tactfully interact with customers, vendors and employees at all levels. 

 


