
Credit Administration Specialist - Equal Opportunity Employer/Veteran/Disabled 
The Piedmont Bank, Peachtree Corners Location 
  
General Description 
  
The Credit Administration Specialist performs a wide variety of professional administrative and 
customer service duties to support the workflow of the Chief Credit Officer and the Senior Credit 
Officers.  This person develops and maintains a working knowledge of the bank’s entire credit function 
(to include Policy, Analysis/Monitoring, Underwriting, Documentation, Reporting/Analytics and 
Operations) to perform diverse, advanced and confidential administrative support functions on behalf of 
the Chief Credit Officer.  This person has advanced administrative and analytical skills with a thorough 
knowledge of a variety of software programs to include the Microsoft Office suite of products as well as 
the bank’s operating system. 
  
Essential Duties & Responsibilities 
  

            Support the Chief Credit Officer in completing administrative responsibilities 
            Maintain the Credit Policy, Credit Policy Appendices, Credit Bulletins and other working 

documents of the Credit Department 
            Calendar management including assistance in coordinating business meetings and 

entertainment 
            Assists in planning and coordinating credit training on behalf of the Credit Department. 
            Organize and update expanding contact list 
            Provide exemplary customer service including correspondence and problem resolution 
            Prepare various correspondence (letters and emails) and file memos 
            Interacts with all areas within the Credit Department. 
            Interacts with Lending staff, as necessary. 
            Compose routine correspondence 
            Detail oriented and well organized 
            Effective verbal and written communication skills 
            Proven experience working in a fast paced, high volume, customer-centric environment 
            Effective time management and problem-solving skills with strong attention to detail and ability 

to demonstrate critical thinking 
            Proficient in the use of technology including loan origination and core banking systems 
            Ability to work both independently as self-starter and in a collaborative team environment 

  
  
This position will float between multiple branches using personal vehicle. 
  
Screenings will include credit and background checks. 41 C.F.R. 60-300.5(a) 12 41 C.F.R. 60-
741.5(a)7  High School diploma or equivalent required.  
  
Send Resume to becky.litsky@piedmont.bank  to receive application, voluntary Self-Identification and 
Self-Identification Disability forms 
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