
 
 

MORTGAGE LOAN PROCESSOR 
GRIFFIN 

Job Summary 

Assist Mortgage Loan Officer by reviewing application data entered in the loan origination system. 
Prepare and mail regulatory compliance documents as necessary. Update the loan origination system 
with verification documents received. Interface with all parties involved on each individual loan that is 
originated. Monitor loan status from receipt of application to final credit decision. 

Job Functions 

 Review and complete data entry functions required to register mortgage loan applications and 
input mortgage data on the loan origination system.  

 Follow established procedures and guidelines to set up new loan application files.  

 Complete a variety of functions required to produce application exhibits necessary to prove and 
reconcile data for accuracy and completeness. Generate appropriate documentation in 
established time frames.  

 Ensure documents are prepared and sent according to established Federal regulations and 
guidelines.  

 Remain current on changes within the legal regulatory, economic, and competitive technology 
environments which may affect real estate lending  

 Interface with customer and all parties involved on each individual loan that is originated from 
application to closing including; obtaining all necessary support documents; overseeing the loan 
process by monitoring loan status and ensuring conformity with terms; assisting in collecting 
additional documents and promptly communicating loan status to all interest parties, and 
obtaining loan documentation after closing, as directed by senior management  

 Order property appraisal, title check, flood determination, required payoff statements and copy of 
hazard policy.  

 Maintain a professional image and standards consistent with company policies and procedures.  

 Quote rates, points and fees to customers and offer lock-in rate protection.  

 Position will be required to comply with all Federal and State banking laws and related 
regulations, to include but not limited to the Bank Secrecy Act.  

 Other duties may be assigned.  

Job Requirements 

 Must be willing to work flexible hours.  

 Entry Level position requiring a minimum of a high school education or equivalent.  

 Reasoning skills required. Strong written and verbal communication skills.  

 Basic computer skills (Word, Excel and Intranet experience)  

United Bank provides equal opportunity in employment for all qualified persons and prohibits discrimination 

in employment on the basis of race, color, religion, sex, sexual orientation, gender identity, national origin, 

age, veterans status, disability unrelated to job requirements, genetic information, military service, or other 

protected status. Please send all resumes to lgosdin@unitedbank.net  
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