Job Description

Job Title:   Loan Operations Specialist
Reports to:   Loan Operations Manager

Skills and Experience:
Desired a minimum of three years’ Banking experience, preferred Loan Operations or loan support, Accounting, or any financial experience with a desired associate degree. 
Experience in Excel or any financial data software.
Experience with SilverLake or any Jack Henry banking software.
Excellent verbal and written communication skills. 
Responsibilities:
Daily, enter new and renewed loan data into the core loan system including entering all off-setting general ledger entries.
Process loan file maintenance.
Perform various clerical functions within the loan operations area, including, but not limited to filing of various loan documents and as well as preparing new loan files and the mailing of various loan documents.
Crosstrain with staff on various other functions within the department.
Perform assistance to lenders and their support staff as needed and perform any other duties that may be assigned. 

 



