
 
 
 

 

Position:  Loan Operations Reviewer 
 

This position provides administrative and operational support as needed in 
accordance with established systems and procedures. Reviews all loan 
documents after processing; creates and maintains appropriate loan files and 
records. Prepares reports relating to duties or responsibilities. Assists with 
problem resolution as needed. 
 
Work Location:  Colony Bank, Operations Office, Fitzgerald, GA 31750 
 
Essential Functions and Basic Duties: 

1. Reviews New Note Audit Report daily using copy of note and Post 
Closing Checklist.  Checks off loans to actual loan documents faxed 
from branches. 

2. Maintains log to monitor the receipt of the actual loan file from 
branches with 3 days. 

3. Sets up and organizes loan files. 

4. Reviews loan files for completion and compliance with regulations and 
policies. 

5. Sets up note exceptions in loan exceptions report. 

6. Sets up and works note tickler; updates tickler to exceptions if not 
resolved timely. 

7. Sends items for recording and maintains log for receipt of recorded 
items. 

8. Prints (and possibly presents) weekly Loan Exception Report for 
Directors Loan Committee and checks for Waiver Approval form per 
policy requirements for waivers. 

9. Reconciles the following: 

 Loan in Process (daily) 

 Credit Life (monthly) 

 Charge Offs (monthly) 

 VSI (monthly) 

10. Reviews Line of Credit advances/payments from Note Availability 
Credit Activity Report. 

11. Remits GRMA fees as needed. 

12. Reviews Non-Post Corrections and IES block entries. 



13. Performs basic functions as needed daily: 

 File maintenance 

 Maintain files (filing, organizing, etc.) 

 Process paid-out files 

 Handle credit inquiries and payoff requests 

 Safekeeping log & key 
14. Complies with all bank and personnel policies and procedures 

including but not limited to policies and procedures regarding the Bank 
Secrecy Act. 

15. Complete periodic training provided and/or required by Colony 
including but not limited to BSA training within required time frames 
assigned. 

16. Complete other duties as assigned. 

 

Qualifications: 

 
Education:  
1. High School diploma or equivalent required. 
2. Six months experience in loan documentation required. 
3. Previous banking experience required. 
 
Skills/Abilities: 
 
1. Must present a professional image. 
2. Ability to coordinate a high level of activities in a variety of conditions. 
3. High degree of accuracy and attention to detail. 
4. Ability to handle information of confidential nature. 
5. Ability to adhere to deadlines and tight schedules. 
6. Ability to use various office equipment including; adding machine, 

computer, basic e-mail, and a variety of software. 
7. A high degree of interpersonal skills, attitude, and judgment. 

 
Work Environment: 

Requires regular office conditions. 
 
 
If interested, submit your resume to: becky.robertson@colonybank.com 
 
Equal Opportunity Employer / Minorities / Females / Veterans / Disabled / Drug Free Workplace 
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