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Loan Fulfillment Specialist 
Lake Oconee Office – Greensboro, GA 

 
 
Overview: 
 
This position provides support to the entire loan fulfilment process and provides support and 
back-up to multiple areas including loan origination, processing, quality assurance, and 
collateral.  Selected candidates will have experience in and will provide support in one primary 
loan area, will receive training in and rotate to different areas as needed during occasions of 
high volume, employee absences, and new hire training.    
 
Major Duties and Responsibilities:  
 

Processing/Assisting 

 Prepares loan documentation for all commercial, residential and consumer loan 
documents/disclosures. This includes completing checklists and giving the clear to close 
approval on loan packages that do not require a pre-closing review. 

 Maintains and sets up files on each loan and ensures that the information is complete and 
accurate.  Orders appraisals/evaluation reports and income/employment verifications, 
requests title and lien search, pulls flood determinations and processes credit verification 
requests. 

 Sends loan forms, disclosure agreements and other supporting documentation to customers 
for completion and signature. 

 Funds loans at closing. 

Quality Assurance 

 Conducts the daily, ongoing quality control function, including pre-closings and post-closing 
review activities (consumer, business, mortgage, TRID-LE and CD) originated within the 
Bank. 

Collateral Specialist 

 Processes loan payoffs, prepares loan satisfactions and partial releases. 

 Organizes and scans loan files and other related loan documentation. Ensures all documents 
are labeled correctly and are in appropriate placeholder. 

 Creates ticklers as needed for missing documentation, signatures needed, and pending 
collateral perfection documentation. 
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General duties and responsibilities applicable to the above  

 Demonstrates knowledge of consumer and commercial credit, regulatory and 
documentation policies.  

 Seeks to understand the “why” behind all duties to better serve the customer (external and 
internal) and improve the process.  

 Provides superior customer service to existing customers by resolving issues and providing 
accurate and timely information 

 Cross trains in department. 

 Performs other duties as assigned. 

Core Characteristics and Skills: 

 Integrity, discretion and respect for confidential information 

 Detail oriented, quality focused, flexible & able to adapt to change 

 Ability to handle multiple tasks simultaneously in a fast paced, diverse and growth -oriented 
environment and effectively organize workload and meet timelines 

 Sound oral and written communication skills 

 Interpersonal Skills that invoke a team approach and cooperative attitude 
 
 
Requirements: 

 A minimum of 3 years of experience in loan origination, loan processing, quality 
assurance, and/or collateral 

 High school diploma or equivalent required; Associates degree or higher preferred 
 
Technology: 

 MS Word, Excel, Outlook experience is required.  Familiarity with banking software, 
banking operations and other technology is key.  Preferred technology:  Silverlake, 
LaserPRO, nCino, Sageworks 

 

 
PLEASE NOTE:   the above described duties and responsibilities may be expanded on 
pursuant to assignment to a particular role. 
 

 
BankSouth is an equal opportunity employer and all qualified applicants will receive 
consideration for employment without regard to race, color, religion, gender, national 
origin, age, sexual orientation, gender identity, disability, or veteran status. 
 

For immediate consideration click here to apply. 

https://www.paycomonline.net/v4/ats/web.php/jobs/ViewJobDetails?job=69542&clientkey=77C79E49D87E49824BEFA26D7AB973B1

