JOB DESCRIPTION
JOB TITLE:
DEPARTMENT:

Commercial Loan Processor
Loan Processing

DATE:
REVIEWED BY:

December 7, 2012
Loan Processing Supervisor

GENERAL SUMMARY:
All positions at Founders Bank & Trust require a high level of commitment to exceptional client service
and client relationship development. All Bank employees must be enthusiastic about this commitment
and exhibit it at all times. The Commercial Loan Processor is responsible for the accurate creation of
loan documents and the identification of documentation exceptions to ensure compliance with loan
approval, legal guidelines, Founders Bank & Trust credit policies and applicable Federal Regulations and
State laws.
ESSENTIAL FUNCTIONS:
1. Energetically develops a ‘raving fans’ environment when dealing with internal & external clients.
2. Utilizes LaserPro software and thorough knowledge of documentation to prepare loan documents.
3. Disburses commercial loans according to settlement statement.
4. Performs a comprehensive pre and post closing review of commercial loan documents to ensure they
are prepared accurately and consistent with loan approval, legal guidelines, Founders Bank & Trust
credit policies and applicable Federal regulations and State laws.
5. Acts as consultant to lenders and relationship coordinators assisting them with any technical
questions and providing them with a high level of loan documentation knowledge.
6. Provides a high level of customer service when responding to external as well as internal
departments to resolve questions, inconsistencies or missing data.
7. Identifies any violation of written credit policies, applicable Federal regulations and State laws and
recommends corrective action to appropriate lending personnel.
8. Maintains and compiles monthly documentation exception report.
9. Ensures that all loan collateral is uploaded to the 20/20 collateral processing and tracking systems
and maintains the applicable reports to ensure timely follow up on final title policies, recorded
mortgages, assignments of life insurance, etc.
10. Responsible for reviewing the commercial HMDA (Home Mortgage Disclosure Act) data collection
form for accuracy and completion.
11. This list of essential functions is not complete and will be supplemented as necessary.

This job description reflects the general details of the specific job identified and is not necessarily a complete listing of all the frequent and
infrequent essential functions that may be involved in the job.
All employment with Founders Bank & Trust is at-will, which means that the company has the right to terminate employment and compensation
at any time and for any reason, as does the employee. Nothing contained herein is intended to create any contractual obligation. No one other
than the Board of Directors may make any contrary commitments.
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JOB DESCRIPTION
KNOWLEDGE, SKILLS, AND ABILITIES:
1. Basic understanding of financial services.
2. Demonstrated client relations skills and a commitment to quality customer service.
3. Great attention to accuracy and detail, able to prioritize and utilize effective judgment while working
under the pressure of deadlines.
4. Good communication skills with the ability to follow written and verbal instructions with accuracy and
care.
5. Excellent organizational skills, managing multiple tasks at once with many interruptions.
6. Ability to work politely and effectively with others and contribute to a team approach in the
department.
7. Extreme sensitivity to confidentiality of clients and bank proprietary information.
8. Basic computer skills using Outlook, Word and Excel.
9. Ability to meet attendance requirements; this position is not exempt from overtime (non-exempt).
The incumbent must work all hours necessary to perform job tasks described at a minimum 8:15 am
to 5:15 pm. Overtime is paid only with pre-approval by the Supervisor.
10. Excellent credit history.
WORK ENVIRONMENT:
A clean office environment consisting of open work areas.
PHYSICAL DEMANDS:
Ability to move about the office effectively. Ability to effectively use all tools and equipment needed. Must
be able to lift up to 15 pounds.
MINIMUM POSITION REQUIREMENTS (Education, Experience, and Certification):
1. Bachelor’s degree or equivalent experience.
2. Three years bank experience including exposure to commercial loan documentation preferred.

This job description reflects the general details of the specific job identified and is not necessarily a complete listing of all the frequent and
infrequent essential functions that may be involved in the job.
All employment with Founders Bank & Trust is at-will, which means that the company has the right to terminate employment and compensation
at any time and for any reason, as does the employee. Nothing contained herein is intended to create any contractual obligation. No one other
than the Board of Directors may make any contrary commitments.
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