
Loan Operations Manager (Norcross)  (Equal Opportunity 

Employer/Veterans/Disabled) 

The essential duties required for this position include Management, Credit Administration and Loan 
Compliance.  See the essential functions for each listed below. 
 
Essential duties for Loan Operations Management include supervise staff and all functions of Loan 
Operations Department ensuring proper procedures and adequate documentation for all loans in 
portfolios. These functions include Loan booking, Technical Exception reporting, Loan Maintenance, 
Loan Scanning, Training and Support for Lenders and Loan Assistants. Supervise the function of all loan 
and ORE related reconcilements. Oversee accounting for participation loans. Handle FHLB and FRB 
reporting. Oversee SBA 1502 reporting requirements. SBA Servicing. Conducts regular audits of 
collateral used by customers to secure lines of credit with the financial institution. Conduct regular 
reviews of collateral records and credit records to ensure accuracy, proper documentation and reports 
included in files. Upgrade/correct where necessary. Approve and implement liquidation of customer 
collateral, according to financial institution policies and procedures. Ensure letter of credit activities are 
in compliance with regulations, procedures and policies established by the financial institution. Upload 
monthly Board Reports on I-pads. Oversee/serve as backup to prepare I-pads for Officers Loan 
Committee and Directors Loan Committee. Serve as Secretary to take minutes at all Loan Committee 
meetings. 
 
Essential duties for Credit Admin Function include OLC / DLC Information gathering and preparation, 
complete calculations for the Allowance for Loan Losses report, provide the loan pipeline for committee 
members, complete the Credit Admin reports which include concentration levels, asset quality, and loan 
portfolio analysis for Board and Management, and oversee the appraisal process and complete the 
appraisal reviews. 
 
Essential Functions for Loan Compliance include manage all lending related audits, to include producing 
all requested information to examiners and auditors, attend meetings, and any follow-up necessary for 
exceptions, HMDA data gathering and reporting, CRA data gathering, CRA Public file compilation, Flood 
loan monitoring and reporting, and SAFE Act filing and updating. 
 
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 
 
Software tools required include Fiserv-Premier, Equifax, Laser Pro, Microsoft Office (Excel, Word, 
Outlook) 
 
Will need  at least five years of banking experience, banking compliance knowledge, and Loan 
Documentation knowledge for all type(s) of loans. 

 
Contact becky.litsky@piedmont.bank for application, voluntary Self-Identification and Self-
Identification Disability forms. 
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