 Northeast Community Federal Credit Union

 Northeast Community Federal Credit Union
	Job Title:
	Loan Specialist
	Job Category:
	Lending

	Department/Group:
	Branch Operations
	Job Code/ Req#:
	

	Location:
	Sacramento, California
	Travel Required:
	25%

	Level/Salary Range:
	TBD
	Position Type:
	Full time

	HR Contact:
	Lily Lo-CEO
	Date Posted:
	September 01, 2023

	Will Train Applicant(s):
	No
	Posting Expires:
	09/30/2024


	External Posting URL:
	

	Internal Posting URL:
	07/01/2024


	Applications Accepted By:


	Email to :
Vicente@necfcu.org

	Mail:
Lily Lo-Manager/CEO
Northeast Community Federal Credit Union
127 Waverly Place
San Francisco, CA 94108

	Summary: _ Under limited supervision, the Loan Specialist will be responsible for soliciting applications for small business, consumer, auto, first mortgage, and home equity loans. They will work directly with applicants and be skilled in sales and presentation techniques, on both the telephone and in person.
	


Essential Duties and Responsibilities: 

Responsible for the origination of loans through the various means and programs available to them.

Interview members by phone or in person, verify completeness and accuracy of application and ensure validity of all submitted applications.

Evaluate application, financial situation, credit and property details to recommend the appropriate mortgage product.

Collect borrower documents expeditiously and structure loan packets for submission to underwriting.  Provide critical analysis of application to underwriters and confer with them to assist in overcoming mortgage application obstacles and stipulations.

Have a strong understanding of various types of income and income documentation including the ability to analyze and read tax returns. 

Demonstrate a strong understanding of title coverage and property evaluations with the ability to read reports and explain information to applicants.
 
Ability to communicate credit decisions to applicants and, if necessary, obtain additional loan information and documentation; prepare loans for approval and funding.

Exhibit excellent member service and build a strong member base by guiding members through the loan origination process.

Review member portfolios, service relationships, and identify and offer cross-service opportunities with existing members.

Maintain a strong working relationship with the Credit Union origination partners in order to facilitate and expedite the closing of loans.  This includes staying abreast of the origination partner’s procedures, products, training and fulfilling the Loan Specialist requirements via this process.

Manage a pipeline and maintain follow up with all interested parties to ensure closing of loan in a timely manner.

Maintain regular contact with all borrowers under a high volume work environment. 

Meet loan origination goals as established by Lending Management including turn times and pull through ratios.

Stay abreast of origination programs, guidelines and regulations including but not limited to Freddie Mac, FHA and VA loans.

Keep informed of the latest changes and trends in consumer protection laws, mortgage rules/regulations, bankruptcy laws, and current Credit Union policies and procedures.

Establish member, vendor and community relationships to promote mortgage loan products.

Provide prompt, quality and accurate member service.

Follow credit union policies and procedures to minimize risk of financial loss to the credit union.  

Exercise awareness in regards to suspicious activity, money laundering or fraudulent behavior as it relates to cash transactions and overall transaction activity and document any such behavior so SAR filings can be considered. 

Ensure compliance with all safety, security and compliance programs including but not limited to BSA, AML, OFAC, Branch Security and Safety.

	Perform all other related duties as assigned.

	Supervisory Responsibilities: This job has no supervisory responsibilities	

Competencies: To perform the job successfully, an individual should demonstrate the following competencies:

· Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information. 
· Technical Skills - Strives to continuously build knowledge and skills; Shares expertise with others.
· Member Service - Manages difficult or emotional member situations; Responds promptly to member needs; Solicits member feedback to improve service; Responds to requests for service and assistance; Meets commitments. Ability to effectively offer all Credit Union Products and Services via the telephone and in person.
· Interpersonal Skills - Maintains confidentiality.  
· Oral Communication - Speaks clearly; Listens and gets clarification; Responds well to questions; Participates in meetings. Understands and uses phone skills in selling and cross selling all Credit Union Products and Services as directed by management.
· Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Able to read and interpret written information.
· Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts success of team above own interests.  
· Diversity - Shows respect and sensitivity for cultural differences.  
· Ethics - Treats people with respect; Keeps commitments; Works ethically and with integrity.
· Organizational Support - Follows policies and procedures; Completes tasks correctly and on time; Supports organization's goals and values.  
· Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently. 
· Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions.
· Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Monitors own work to ensure quality.
· Quantity - Meets productivity standards; Completes work in timely manner; Strives to increase productivity.
· Safety and Security - Observes safety and security procedures; Reports potentially unsafe conditions; Uses equipment and materials properly.
· Adaptability - Adapts to changes in the work environment; Able to deal with frequent change, delays, or unexpected events.
· Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.
· Dependability - Follows instructions, responds to management direction; Completes tasks on time or notifies appropriate person with an alternate plan.
· Initiative - Asks for and offers help when needed.
· Innovation - Displays original thinking and creativity.  



Minimum Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skills, and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	
Education and/or Experience: High school diploma or general education degree (GED); two-four year college degree preferred.  Minimum three years of mortgage loan origination experience and/or training; strong understanding of conforming/conventional loan programs – Secondary Market, FHA & VA.  Broad knowledge and understanding of lending policies, regulations and procedures preferred. Financial institution experience preferred.  

Language Skills: Ability to read, analyze, and interpret financial reports.  Ability to write routine reports and correspondence.  Ability to effectively present information to management, employees, or other groups.  Fluent in Spanish preferred.

Mathematical Skills: Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret graphs. Ability to calculate the estimated interest rate of all loans member may have elsewhere as indicated on a credit report or as provided by the member to the incumbent in order to compare to the Credit Union’s ability to save the member money with our own products.

Reasoning Ability: Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.
	
Computer Skills: To perform this job successfully, an individual should have knowledge of Spreadsheet software and Word Processing software.

Other Requirements: A current and valid NMLS registration number is required.  

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is regularly required to sit; use hands to finger, handle, or feel; reach with hands and arms and talk or hear. The employee is occasionally required to stand; walk and stoop, kneel or crouch. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision and ability to adjust focus. The employee must be able make outbound calls on the telephone for several hours at a time.

Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

NOTE: The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel classified as such. Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the Credit Union.





____________________________________________		_______________
Employee Signature							Date



_____________________________________________		_______________
Manager/Supervisor Signature						Date



2
