
Loan Operations Manager II (to be located in Blairsville, GA) 
 
Job description: 
 

Responsible for managing day to day activities and oversees performance of highly complex, 
non-routine tasks/functions as it is related to File Management. Manage teammates aligned 
with other channels of Loan Operations, where direct managers are located at a different 
site.  Assist Director of Loan Operations with developing strategies and tactics across channels to 
meet department goals.  Resolution of procedural, regulatory, technical and employee 
issues.  Other responsibilities include day-to-day capacity management of staff across sites and 
implement metric standards for individual performance. 
 

DESIRED QUALIFICATIONS – FILE MANAGEMENT 
 
1. Minimum 7 years’ experience managing team of direct reports in a Commercial, Consumer 

Loan and Mortgage Loan Operations environment. 
 

2. In-depth knowledge of servicing Commercial, Consumer Loan and Mortgage documentation 
and system support requirements. 

 
3. Knowledge of federal and state regulatory requirements for Consumer and Commercial loan 

portfolios. 
 
4. Experienced team builder who is an organized self- starter able to take the initiative and 

complete tasks with limited oversight. Able to multi-task and meet deadlines.  
 

5. College degree preferred but experience is the key qualification.               
 

6. Excellent Microsoft Excel & Word skills are required 
 

7. Knowledge of Fiserv LAS and LaserPro Loan Documentation application a plus  

 
GENERAL DUTIES AND RESPONSIBILITIES - FILE MANAGEMENT 
1.            Responsible for tasks/functions associated with Post Closing, Scanning, and Collateral Control 

teams.  Ensures all tasks are executed in compliance to Bank policy, regulatory law, interbank 
Service Level Agreements and investor guidelines when applicable. 

 
2.            Responsible for Management of Negotiable Collateral.  Schedule and perform semi-annual 

audits of Negotiable Collateral, while ensuring collateral is handled under dual control.  
 
3.            Ensure appropriate handling of securing all collateral documents; including but not limited to, 

Mortgage instruments, Assignment of Rents, UCC’s, Ships Mortgage’s, Aircraft collateral, and 
DMV title documents.   

 
4.           Oversee the process of UCC lien searches and tracking of UCC continuations. 
 
5.            Ensure incoming mail is delivered to appropriate divisions of Loan Operations. 



 
6.            Oversee the function of imaging and indexing of all loan documentation. 
 
7.            Ensure all critical documents are properly housed on open loans within the loan vault, while 

properly tracking the removal and disposition of paid out loans.   
                 
8.            Develop and present training materials for the markets related to File Management functions.  
 
9.            Manage team performance across multiple sites using production and quality control metrics to 

measure success. Continually monitor performance and effectiveness of teams, processes and 
systems to ensure maximum efficiency of department resources.  

 
10.          Conduct Quarterly 1-on-1’s with all direct reports to discuss performance, career growth,  
                opportunities for improvement. Coach, mentor and perform disciplinary action as required. 

reports. 
 
11.          Effectively engage and collaborate with all levels of management and staff to resolve issues and 

clarify procedures. 
 
12.          Assist in establishing and maintaining department policy and procedure manuals to accurately 

reflect processes and process controls.  
 
13.          Provide exceptional customer service by responding to Business Partner, Account Officer and 

external customer inquiries\requests in a timely manner with a sense of urgency and positive 
attitude. 

                 
14.          Model behaviors critical to bank’s culture and adhere to corporate policies. 
 
15.          Some Travel required. 
 
16.          Other duties as assigned. 
 
TO APPLY 
Resumes can be sent directly to this email address or you may apply directly on our Career Center at 
http://www.ucbi.com/careers. 

mailto:tiffany_crisson@ucbi.com
http://www.ucbi.com/careers

