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TITLE:

Mortgage Loan Processor       
        REPORTS TO:      Mortgage Manager
DATE:

December 2021

        CLASSIFICATION:   Non-Exempt

	POSITION SUMMARY
Following established policies and procedures, answers questions on pending real estate and secondary market loans and processes pending real estate loans. Gathers financial information and documentation from members for the purpose of determining qualifying status of mortgage application.  Locks rates for secondary loans. Collates, reviews, and verifies a myriad of loan documents for accuracy for real estate transaction processing.  Serves as a liaison and ambassador of good will between the member, potential member, and the Credit Union in obtaining and resolving any documentation issues. Works throughout the loan process to maintain professional member communications and ensure the highest possible level of member satisfaction.


	ESSENTIAL FUNCTIONS OF THE POSITION
· Processes real estate loan applications and verifies accuracy and completeness of the application and supporting documentation.  Enters all initial loan file information into the system.  
· Efficiently manages applications in the pipeline to ensure the smooth flow of information and loan processing.
· Ensures the processing of real estate loans comply with all NCUA requirements as well as State and Federal requirements.
· Follows-up with members and potential members to gather additional information or documentation, ensuring that the member is comfortable with the requirements and timetables.
· Prepares and sends all applicable disclosures for both fixed- and variable-rate loans to loan candidates and answers any questions on disclosures.  Verifies receipt back of all fully-executed loan disclosures.
· Processes loan to include verification of employment, deposit accounts, and all liabilities in order to move the application from underwriting to processing to closing.
· Requests and evaluates real-estate appraisals, surveys, and titles; reviews for accuracy and completeness.  Ensures proper guidelines are followed.
· Locks rates for the secondary market.

· Requests flood certification to determine if property is or is not in a flood zone.  Obtains copy of current homeowner’s insurance and flood insurance.

· Performs annual mortgage escrow analysis and adjusts for shortages/overages.  Services all escrows (monthly/quarterly, etc.) (Tax, MI, Hazard, Flood). 

	


Note:  This list of essential functions is not intended to be all-inclusive. It may be supplemented from time to time as required and at the request of one’s supervisor or senior management.
	ADDITIONAL FUNCTIONS OF THE POSITION
· May have a specialty function within the Loan Department but will also cross-train to provide coverage.

· May process HELOC loans as a back-up.
· May assists, as needed, with pre-closing and post-closing functions.

· May participate in community service events and/or Credit Union sponsored events.  
2.
REQUIRED STANDARDS FOR ALL EMPLOYEES
Ensure that quality service is a standard in all member interactions. Maintain a positive work environment that is professional and respectful towards members, potential members, co-workers, supervisors, and visitors.  Maintain complete confidentiality of member, employee, and credit union information. Abide by the Bank Secrecy Act in all transactions and interactions. 

	Knowledge, skills, and experience required
·   Professional, courteous interpersonal and communication skills are essential for projecting a positive image as an employee of RWCU with co-workers, members and potential members, attorneys, title examiners, vendors, visitors, etc.
·  Work requires a thorough knowledge of RWCU’s mortgage products and procedures as well as NCUA and State and Federal rules and regulations on mortgage processing.    Bondability is a requirement of the position.
· High School graduate with additional courses in banking/lending, or the equivalent combination of education and experience is required. Proficiency with computer software applications is required.  

· A minimum of three years of experience in a Mortgage Loan function of a financial institution is required. 
· Position requires the: ability to read, analyze, and interpret financial reports, procedures, legal documents and external regulations; ability to respond professionally to varied inquiries or complaints from members; and ability to communicate and negotiate effectively.

· Intermediate math skills (adding, subtracting, multiply, dividing, percentages, proportions, fractions, interest) are required.

· Position requires the ability to work on a keyboard, sit for prolonged periods of time, and communicate orally and in writing with members, management, peers, subordinates, vendors, etc.  

	


DISCLAIMER: The information on this position is designed to indicate the general nature and level of work to be performed. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employee(s) assigned to this job.
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