
 

 

Newton Federal Bank, a $295 million community bank located in Covington, Georgia has an immediate 

opening for an SBA Loan Processor.   

Qualified candidates should submit resumes to jaynlawson@newtonfederal.com with “SBA Loan 

Processor” in the subject line.  

Newton Federal Bank is an equal opportunity employer.  It affords equal employment opportunity to all 

individuals, regardless of age, race, color, religion, gender, national origin, sexual orientation, gender 

identity, genetic information, veteran status or disability. 

POSITION SUMMARY: 
Processes SBA and USDA Government Guaranteed loan packages and documentation from application 

through closing. 

RESPONSIBILITIES: 

 Works in conjunction with lenders to obtain necessary financial, collateral and entity information 

necessary to obtain Bank and SBA approvals. 

 Responsible for engaging third party vendors for services needed on each loan. 

 Prepares loan documents as needed 

 Efficiently communicates information to internal and external clients to ensure the loan 

documentation is accurately prepared and ensure the bank’s collateral position is properly 

perfected. 

 Assists with the bid solicitation and document preparation to complete secondary market sales of 

loans. 

 Works with closing attorney, realtors, referral agents, insurance agents, etc. to obtain and verify 

fees and documents needed for closing. 

 Provide support of various Commercial/Government Guaranteed Loan administration functions 

including workflow related to loan closings, preparation of loan documents, pre-closing 

documentation review, quality control and appropriate report generation and distribution. 

 Performs other duties as requested by Management. 

SPECIAL KNOWLEDGE, SKILLS AND ABILITIES: 

 Ability to effectively proofread loan documents. 

 Knowledge of SBA One software and compliance with regards to all regulatory requirements. 

 Working knowledge and understanding of SBA and/or USDA government guaranteed lending. 

 Ability to work with minimal supervision and maintain strict confidentiality. 

 Excellent organizing, planning, and problem resolution skills. 

 Excellent interpersonal, written, verbal, and telephone communication skills. 

 Demonstrated proficiency in composing correspondence and creating reports. 

 Time management skills to properly establish priorities and manage workload accurately and 
efficiently.  

 Ability to cross-train other departments. 

 Ability to provide timely and accurate information.  
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MINIMUM JOB REQUIRMENTS: 

 College degree or equivalent.  

 1-2 years Government Guaranteed Loan processing experience. 

 PC proficiency using Microsoft Office; proven expertise in the operation of adding machine, copier, fax, 

scanner, and other general office equipment.  

 

 

 

 

  


