
Commercial Loan Assistant & Personal Banker (EEO/F/M/Veteran/Disabled) 

Essential Job Skills –Commercial Loan Assistant requires: Processing consumer, commercial and 
construction loans from application through closing. Prepare required loan documentation through 
software program LaserPro. Maintain files for appropriate documentation to perfect liens on all secured 
loans. Create and maintain loan files to include the Credit, Collateral, Draw and Guarantor Files. Create, 
monitor and maintain construction files and Draw Sheets. Request inspections, ensure receipt of 
required documentation prior to funding, calculate, process, obtain proper approval, and request 
funding for draw requests efficiently and in agreement with Bank policies and procedures and service 
level agreements. Follow-up on any and all documentation necessary for a complete loan file to include 
current financial statements / tax returns, recorded documents, insurance, etc.  Assist with processing 
and providing loan payoffs, prepare demand statements, and process loan payments and 
advances.  Input account information obtained from customer and confirm identity for proper 
documentation. Obtain Credit records from reporting agency and have ability to read and understand 
each report. Provide customer service via telephone inquiries, email, face-to-face,etc.  Interviews 
customers to obtain information and explain and cross-sell available financial services.  Process wire 
transfers of funds and internal transfers for clients as requested.   
Experience with LaserPro and Fiserv Recommended.   
 
Essential Functions -Personal Banker requires: Handling customer interviews to obtain information and 
explain available financial services such as savings and checking accounts, Individual Retirement 
Account, Certificates of Deposit, Safe Deposit Box Accounts, and Online Banking services. Will need 
knowledge to input customer’s identifying documentation & account information. Answer customer 
questions, investigate & correct errors, follow customer, & establishment records. (e.g. accept and issue 
stop payments, account maintenance, customer referrals, etc.). Assist customer to complete 
application(s). Obtain, read & understand credit records from credit reporting agency. Process wire 
transfers of funds and internal transfers for clients as requested. Confidently know all products & ability 
to cross sell. 
 
Screenings will include credit and background checks. 41 C.F.R. 60-300.5(a) 12 41 C.F.R. 60-741.5(a)7 
 
Contact becky.litsky@piedmont.bank for application, voluntary Self-Identification and Self-Identification 
Disability forms. 
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