
Position: Appraisal Specialist   

This position is responsible for performing the day-to-day tasks in real estate appraisal and 

evaluation processing, reporting and review. The position is also accountable for providing 

clerical services including maintaining departmental files and records, processing invoices, 

gathering documents needed for individual tasks, and producing reports. Assists with problem 

resolution as needed. 

 

Location: Colony Bank, Fitzgerald Operations, Fitzgerald, GA 31750 

 

Essential Functions and Basic Duties: 

1. Performs a variety of critical servicing functions related to real estate 

appraisals and evaluations. 

2. Communicate with bankers/lenders, loan AAs and appraisers on a daily basis.  

Serve as a liaison for all questions related to appraisals and evaluations. Maintain a 

positive working relationship with lending staff and appraisers. 

3. Process appraisal/evaluation requests, including preparing internal real estate 

evaluations when appropriate. 

4. Validate existing appraisals or third party evaluations when appropriate. 

5. Review appraisals/evaluations and complete checklists. 

6. Send reviewed appraisals/evaluations to bankers/lenders, loan AAs and customers. 

7. Maintain the bank’s approved appraiser list. 

8. Reconcile appraisal accounts periodically. 

9. Performs basic functions as needed daily. 

10. Complies with all bank and personnel policies and procedures including but not 

limited to policies and procedures related to the Bank Secrecy Act. 

11. Complete periodic training provided and/or required by Colony including but not 

limited to Bank Secrecy Act training within required time frame. 

12. Other duties as assigned. 

 
Qualifications: 

 
Education: 

1. High School diploma or equivalent. 

2. Associate degree in finance or other business related field preferred. 
 

Knowledge: 

1. Knowledge of basic computer programs. 

2. Basic working knowledge of banking laws, regulations, and regulatory 

guidance preferred. 

3. Basic knowledge of Real Estate Appraisal and valuation. 

 

Skills/Abilities: 

1. Must present a professional image. 

2. Ability to coordinate a high level of activities in a variety of conditions. 

3. Prioritizes tasks in order of importance, and demonstrates the ability to adjust 

priorities as situations change. 



4. High degree of accuracy and attention to detail. 

5. Ability to handle information of a confidential nature. 

6. Ability to adhere to deadlines and tight schedules. 

7. Ability to use various office equipment including; adding machine, computer, basic 

e-mail, and a variety of banking software.  

8. A high degree of interpersonal skills, attitude, and judgment  

 

 

Work Environment: 

Requires regular office conditions. 

 
Ethics and Confidentiality 

Each employee should conduct himself or herself at all times on and off the job, with honesty, 

good ethics, and integrity. 

The Bank and its employees must respect the privacy of Bank customers and protect the security 

and confidentiality of those customers’ personal information, in accordance with applicable law. 

 

 

If interested, e-mail your resume to: hr@colonybank.com 

 

 

Equal Opportunity Employer / Minorities / Females / Disabled / Veterans / Drug-Free 

Workplace 

 

mailto:hr@colonybank.com

