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Job Description 

 

Job Title Commercial Construction Monitoring Officer 

Classification: Exempt 

Status:  Officer 

Department: Central Credit Services 

 

Job Purpose and Scope:  

 

The Commercial Construction Monitoring Officer will be the primary support for all commercial 

construction loans.  The CCM Officer must be able to communicate and explain compliance and/or 

construction related issues to the management team to ensure conformity with bank policies and procedures.  

The CCM Officer will handle all loans, including the most complex.   

 

Essential Job Functions: 

1. Support the lending staff in the early stages of underwriting 

2. Assemble proper information prior to the closing of a construction loan 

3. Approve wire transfers 

4. Manage risk within the department 

5. Review construction documentation 

6. Develop a direct relationship with the borrower or their staff 

7. Order and review third party inspections 

8. Process funding draw requests 

9. Handle other construction monitoring related duties as needed 

10. Follow Bank policies and procedures 

 

Marginal Duties: 

1. Provide assistance to others in department as needed 

 

Knowledge, Skills & Abilities: 

1. Ability to identify challenges, establish a corrective plan of action and execute the plan with little or 

no assistance from others 

2. Strong in Microsoft Excel with previous experience 

3. Good organizational skills 

4. Good verbal and written communication skills 

5. Advanced computer skills in Microsoft Excel 

6. Proficient in Word, PowerPoint, Outlook 

7. Ability to work effectively in a team and help others when needed. 

8. Ability to multi-task, deliver results and respond quickly and effectively to requests 

9. Ability to adapt well to change 

10. Demonstrates attention to detail 

11. Looks for ways to improve and promote quality 

12. Follows policies and procedures 

13. Strong time management skills 

14. Ability to work long hours when necessary to reach a goal 

15. Ability to design, develop and manage the processes within the commercial construction field 



 2 

16. Advanced computer skills in Microsoft Excel 

 

 

 

Basic Qualifications: 

1. 1-2  years commercial construction monitoring or related work experience required 

2. Experience with AIA documents and other construction related documentation 

3. Bachelor’s degree in accounting, finance, mathematics, statistics, or related field is preferred. 

4. Microsoft Excel experience required 

 

Equipment Used in Job Performance/Working Environment: 

1. Computer 

2. Telephone 

3. 10-Key Calculator 

4. Photocopy Machine 

5. Facsimile Machine 

6. Moderate noise level 

 

Major Job Demands (Physical/Mental): 

1. Leading by example 

2. Knowing and following bank policies and procedures 

3. Good decision-making and problem-solving skills 

4. Exceeding the expected level of customer service 

5. Successfully managing multiple projects and priorities 

 

Note:   This description is not an exhaustive list of all job functions, duties, skills and job standards required.  

Other job functions, duties, skills, and standards may be added.  Management reserves the right to add or 

change the job requirements at any time.   

 

To Apply: Applicants must apply online at 

https://careers.peopleclick.com/careerscp/Client_BankOZK/external/search.do and upload a copy of their 

current Resume.  We are an equal opportunity employer and give consideration for employment to 

qualified applicants without regard to race, color, religion, sex(to include pregnancy), national origin, age, 

sexual orientation, gender identity, disability status, protected veteran status, or any other characteristic 

protected by federal, state, and local laws.  Member FDIC 
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