
 

Newton Federal Bank, a $308 million community bank located in Covington, Georgia has an immediate 

opening for a Loan Operations Specialist.   

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

Specialist” 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. 

PURPOSE/POSITION SUMMARY: 

This position is primarily responsible for processing and funding indirect auto loans. 
 
RESPONSIBILITIES: 

On a daily basis, assists in the preparation and submission of ACH payments to the appropriate 

Dealership. 

Primary point of contact with Indirect Auto Lending team for data discrepancy and data element 

requirements. 

Books loans to core system. 

Inputs new dealers into the core system and performs maintenance as needed. 

Ensures another member of Loan Operations team performs quality control review of prior day’s data 

entry work. 

Under direction of manager, responsible for quality control review of other loan operations team 

member’s data entry work from prior day. 

Assists with dealer reserve reporting to include charge backs for early loan payoffs, reconciliation, 

scanning, faxing, and imaging of monthly dealer reserve statements. 

Responsible for procedure development and maintenance pertaining to job function. 

Construct and maintain indirect auto loan files. 

Other duties as assigned by manager. 

 

MINIMUM JOB REQUIREMENTS: 

 High school degree 

 Two or more years loan processing or loan data entry 

 Ability to work with minimum supervision and maintain strict confidentiality. 

 Excellent interpersonal and written and verbal communication skills. 

 Strong customer service orientation. 

 Accurate typing/keying skills. 

 Must be detail-oriented and capable of multi-tasking. 

mailto:jaynlawson@newtonfederal.com


 Maintains adequate knowledge level of compliance with all regulations, laws, and bank policies and 

procedures that pertains to the day-to-day responsibilities of this position. 

 Responsible for maintaining a working knowledge of all compliance regulations pertinent to the 

duties of this position by successful completion of any courses assigned on a timely basis. 

 Maintains adequate knowledge level of all applicable banking laws and regulations. 

 Responsible for participating in Newton Federal Bank/CFA sponsored events at least one day each 

year. 


