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Loan Processing Officer 

Department: Lending Classification: Exempt 

Position Reports To: Chief Lending Officer and 
Chief Credit & Risk Officer 

Positions Supervised: None 

POSITION PURPOSE 

The Loan Department Officer is responsible for performing a variety of routine and complex duties related to 
commercial loan applications and servicing.  The position is required to be knowledgeable and skilled in all areas of 
servicing loans by using comprehensive knowledge of policies, procedures, technology and regulatory compliance 
requirements with a focus on service excellence.     

ESSENTIAL FUNCTIONS AND BASIC DUTIES 

All responsibilities are to be performed in accordance with established policies, procedures, and regulations. 

Assists Loan Officers in maintaining client relationships and executing loan closing processes: 

1. Promotes business for the Bank by maintaining good client service relations and referring clients to appropriate 
staff for new services. 

2. Performs pre-closing due diligence including but not limited to: 

a. Inputting application information such as borrower details, codes, loan terms, etc. into various systems. 

b. Ordering preliminary reports such as title, flood, UCC, Secretary of State filings, etc. 

c. Running credit reports on current and prospective borrowers as necessary for all related interests. 

d. Reviewing credit memos to ensure information is complete and follows up to obtain or clarify 
missing/incomplete data. 

e. Assisting in sending engagement and commitment letters. 

f. Uploading and indexing pre-closing documents timely and accurately. 

g. Working with insurance agents, loan officers, and clients to ensure proper insurance is received. 

h. Reviewing title work and UCC searches. 

3. Assists loan officers with client inquiries and account research.  Communicates between departments to ensure 
client satisfaction as necessary. 

4. Monitors document exception reports to ensure proper receipt of financials, insurance, closing documentation and 
collateral perfection. 
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Assists Director of Loan Operations in providing effective support for loan operational activities: 

1. Collects, organizes, and reviews commercial loan documents, files and system input for accuracy, completeness, 
and legal enforceability. Reviews system reports for discrepancies, errors, or fraud. 

2. Prepares documents for commercial, commercial real estate and consumer loans ensuring accuracy and 
completeness and compliance with federal regulations and works with bank approved closing attorneys to ensure 
accuracy, completeness compliance with federal regulations and policy requirements for attorney prepared loan 
documents of the bank.   

3. Establishes and reviews pre-closing file documentation for accuracy, completeness, and alignment with credit 
approval. Communicates any deficiencies to support staff in a timely manner to ensure timely resolution, follow-up 
and best in class customer service. 

4. Responsible for ensuring general loan accounting entries are completed with accuracy and thoroughness as part of 
the loan funding, booking and servicing functions.  

5. Processes loan payments, advances, and payoff quotes. 

6. Books loans on the FiServ system timely and accurately.  

7. Reviews the input information in FiServ for loans booked by co-workers for accuracy. 

8. Records documents with applicable agencies within required timelines to ensure perfected security interests in 
collateral. 

9. Monitors, processes and files document exception items timely and accurately. 

10. Performs loan servicing duties such as loan file and system maintenance, billing updates and submission, and 
problem research and resolution.  

11. Processes paid loan files ensuring timely release of collateral, notification to borrower, discontinuation of tracking 
items within systems, and proper record retention.  

12. Maintains and applies working knowledge of bank standards for credit and collateral files.  

13. Performs official notary services as required. 

Assists Chief Lending Officer, Chief Credit and Risk Officer and Director of Loan Operations in ensuring optimal performance 
in the loan closing process: 

1. Tracks departmental workflow ensuring deadlines are kept, records and loan documentation are complete and 
accurate, and security interest perfection and release are performed timely. 

2. Utilizes knowledge and experience in exercising discretion and judgement to ensure timely completion of loan 
closings, keep all parties informed and resolve problems with minimal supervision. 

3. Satisfactorily completes all required compliance training and complies with all regulations which apply within the 
scope of the position. 

4. Provides suggestions for improved processes and procedures. 
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Assumes responsibility for related duties as required or assigned: 

1. Works on special assignments and projects as assigned by Management. 

2. Attends and participates in meetings as required. 

3. Performs other related duties as assigned and directed. 

4. Ensures work area is secure and well maintained. 

  PERFORMANCE MEASUREMENTS 

1. Meet or exceed operational objectives with respect to consistency and accuracy of work quality in accordance with 
compliance, regulations and policy standards. Suggestions for improved service are developed and implemented.   

2. Loan documents, account records, and related files are complete, accurate, and timely. 

3. Department processes are working as intended to ensure compliance with service excellence goals.  

4. Treats people with respect; keeps commitments; inspires trust of others; works ethically and with integrity; 
upholds organizational values; and accepts responsibility for own actions. Resolves questions and problems 
promptly and courteously; requests assistance as needed; and escalates/reports to management as appropriate.  

QUALIFICATIONS 

EDUCATION/CERTIFICATION: College degree in business, accounting, or a related field; or equivalent experience. 

REQUIRED KNOWLEDGE: Thorough understanding of loan documentation requirements, closing processes, loan 
accounting, and process flow regarding closing new loans and servicing of such. 

EXPERIENCE REQUIRED: Minimum of five years of related loan support/operations experience. Must have knowledge of 
loan documentation and all related documentation requirements. Must have understanding and ability to interpret 
regulations affecting loans.  

SKILLS/ABILITIES: Strong time management, organizational and problem-solving skills. Strong analytical skills and 
accounting knowledge. Solid communication skills with ability to effectively present information and respond to 
questions. Maintain confidentiality and security of loan information. Able to use all related computer applications. Logically 
define problems, collect data, establish facts, and draw conclusions. 

 

TO APPLY 

Please submit your resume here. 

 

 

mailto:nperrmann@signaturebankga.com
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 INTENT AND FUNCTION OF JOB DESCRIPTIONS 

Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified employees 
are selected.  They are also essential to an effective appraisal system and related promotion, transfer, layoff, and 
termination decisions.  Well constructed job descriptions are an integral part of any effective compensation system.   

All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral 
tasks, only incidentally related to each position, have been excluded.  Requirements, skills, and abilities included have been 
determined to be the minimal standards required to successfully perform the positions.  In no instance, however, should the 
duties, responsibilities, and requirements delineated be interpreted as all-inclusive.  Additional functions and requirements 
may be assigned by supervisors as deemed appropriate.   

 In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably 
accommodate disabled individuals.  However, no accommodations will be made which may pose serious health or safety 
risks to the employee or others or which impose undue hardships on the organization. 

 Job descriptions are not intended as and do not create employment contracts.  The organization maintains its status as an 
at-will employer.  Employees can be terminated for any reason not prohibited by law. 

  

 
 

 
 
 
 
 
_____________________________________________  
Employee Signature   Date   
 
 
 
 
 
_____________________________________________ 
Manager Signature       Date 


