
From: Tricia Sapp 

To: ALL 

Subject: JOB POSTING 

Date: Friday, June 15, 2018 11:19:42 AM 
 

 

 

JOB POSTING / USDA COMMERCIAL LOAN PROCESSOR – PACKAGER / TIFTON, 

GA / Full - Time 

 
DUTIES AND RESPONSIBILITIES: 
Manage the commercial loan closing process to ensure that all closing requirements are met and that 

closing deadlines are achieved for each loan file in respective pipeline.  Ensure loan file accuracy 

including all packaging documents, satisfaction of credit conditions and overall compliance.  Audit 

loan packages to ensure compliance with bank and regulatory guidelines.  Review closing documents 

for accuracy and compare the documents to commitment and loan summaries.  Identify missing 

documents or discrepancies in closing packages and ensure timely satisfaction of requirements.  

Clear conditions of loan commitments, clear loans for closing and document approved exceptions.  

Discern and resolve issues that may emerge during the loan closing process.  Regularly provide 

production and loan status reports.  Ensure correct lien position on all collateral.  Schedule loans    

for closing and prepare loan-closing worksheets for funding.  Maintain superior level of customer 

service with customers, bank employees and department members.  Maintain professional and 

technical knowledge of all regulations related to closing procedures.  Perform other duties as 

assigned.  Provides the best service to our customers with innovative and creative solutions. 
 

JOB REQUIREMENTS: 
USDA program experience a bonus. Bachelor’s degree in finance, economics, business or related 

field preferred. Commercial loan lending, processing, and servicing experience or a related field 

(title companies, etc.) preferred. Ability to collaborate, influence and articulate complex processes. 

Desire to learn and understand finances in an emerging field, USDA, with complex financial 

modelling. Desire to gain expert proficiency in a specialized product is a must. Demonstrated 

superior interpersonal relationship skills. Ability to collaborate, influence and articulate complex 

processes. Exceptional interpersonal, verbal, and written communication skills. Strong 

organizational skills and exceptional attention to detail. Position requires a highly motivated go- 

getter with a great attitude. Current knowledge of banking regulations preferred. Proficiency in 

Microsoft Office, Internet and related computer skills. Extending periods of sitting and computer 

use required. Ability to enforce policy and procedures also required. Bilingual candidates 

encouraged to apply. 

 

EQUAL OPPORTUNITY EMPLOYER / VET / DISABILITY 

 

Bank Contact: 

Jan Turbeville 

SVP/HR Director 

4705 West US Highway 90 

Lake City, FL 32055 

386-755-0600 ext. 3176 

turbevillej@ffbf.com 

 

Barbara J. Fox 

VP/Human Resources 

1891 S. 14
th
 Street 

Fernandina Beach, FL 32034 

904-491-1007 

bfox@cbcnationalbank.com 
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