[image: image1.png]ADAMS

BANK & TRUST

' your foundation for financial success
abtbank.com | member Fpic




JOB DESCRIPTION

POSITION TITLE




REPORTS TO

Mortgage Underwriter



Operations Manager

DEPARTMENT




EXEMPT  
Retail Mortgage

GENERAL PURPOSE

Provide high levels of customer service to both the sales and operations staff through effective management and delivery of first mortgage underwriting.  Ensures satisfactory quality standards are achieved in all credit, legal and compliance practices as set forth in company credit policy, investor programs and federal and state regulations.  Maintains excellent relationships with all investors and correspondents.

ESSENTIAL DUTIES/RESPONSIBILITIES

1. Manages the retail credit process daily including, but not limited to service standards, compliance, underwriting and adherence to company/investor program guidelines while meeting quality standards.

2. Manages and monitors the underwriting process daily to ensure service standards are met.(24 hour to 48 hour turn time)

3. Assists the departments sales force in providing written, up-front deal structuring for loans, ensuring a 24 hour turn time.

4. Monitors files to ensure legal/regulatory procedures are followed and compliance practices meet all federal and state standards.

5. Maintains and monitors reporting systems on the PC daily and weekly to track and report service performance and credit quality.

6. Maintains and enhances knowledge of company, industry, regulatory and compliance changes and requirements by attending seminars and reading government and industry publications and manuals; recognizes and communicates pertinent information to the appropriate personnel in a timely and effective manner.

7. Works with the Operations Manager to determine training needs and assists with the development and delivery of training classes as required.

8. Maintains VA and FHA qualifications to ensure delegated authority for approvals.

OTHER DUTIES/RESPONSIBILITIES

1. Works with Adams Bank and Trust to ensure service/quality standards are met.
2. Assists or performs interdepartmental and other outside training when practical.

3. Performs other duties as assigned.

JOB SPECIFICATIONS:

DECISION MAKING

Makes conditional and final credit approvals within authority levels as delegated by company credit policy and individual investor delegations.  Source material includes written company/investor policy manuals and handbooks.

FINANCIAL AUTHORITY

None

COMMUNICATION

Internal communication daily with Loan Officers,  Processors, Closer, Accounting, Shipping, Mortgage President and other company personnel in person, via the telephone and in writing to provide and receive information and to coordinate the mortgage loan process.  External communication daily with vendors, brokers, customers and investors in person, via the telephone and in writing to maintain business relationships, solve problems, answer questions and resolve complaints.

RESULTS OF ACTIONS

Credit decisions can have significant financial impact with respect to credit quality.  Loans not properly documented and/or not meeting compliance standards may result in financial exposure or loss to the company.   Making incorrect calculations during the underwriting process can have a negative impact on credit approvals.

SUPERVISORY RESPONSIBILITY

None.

KNOWLEDGE/SKILLS AND ABILITIES

Minimum 5 years prior experience as mortgage loan processor, including; experience must include both government and conventional loans.  Solid organizational skills and demonstrated analytic ability.  Strong internal and external customer service skills; solid oral and written communication skills.  Must be able to plan daily work to meet defined plans and objectives.  Basic computer knowledge including Windows, Excel, Word.  Solid math skills.  Equipment necessary to the position includes the PC, telephone, calculator, copier, fax, printer and typewriter.

WORKING CONDITIONS

Normal office environment.  Light physical effort required by handling objects up to 20 pounds occasionally and/or up to 10 pounds frequently.  Physical demands of the position include but are not limited to standing, walking, sitting, handling, reaching, ordinary talking and conversation and near and far acuity.  Mental abilities necessary to the position include alertness, precision, ingenuity, problem solving, analytic ability, persuasiveness, auditory discrimination, speaking ability, creativity, concentration, 

judgment, writing ability, reasoning, imagination, initiative, patience and visual discrimination.  Must  have reliable personal vehicle to drive to appointments and other C.O.M. locations.

Note: this job description is not intended to be an exhaustive list of all duties, responsibilities, or qualifications associated with the job.

