Loan Officer Job Description
Title: Loan Officer
Reports to: VP, Worcester County
Summary/Objective
The Loan Officer is responsible for developing new business, structuring, and closing consumer and commercial loans, as well as, maintaining and servicing any existing portfolio. This position represents the bank in the local community through active participation in community affairs and participates in marketing all the bank’s products and services.
Essential Functions
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
1. Support the bank’s strong relationship banking culture through on-going customer contact, quality customer service and superior product knowledge.
2. Prospects new mortgage lending opportunities
3. Sell loan products and meet loan production targets.
4. Perform business development tasks, including managing the pipeline by generating leads and referral business, and maintaining relationships with existing and past clients.
5. Meets with customers as necessary during various stages of the loan process.
6. Collect and analyze the financial information needed such as credit reports, tax returns, financial statements, etc.
7. Make credit decisions within authority level or obtain approval for loans exceeding your authority.
8. Prepare and/or review loan documents for loan package.
9. Monitor existing loan relationships for construction inspections.
10. Monitor delinquent loans. 
11. Prepare denial letter for denied loans.
12. Comply with all banks regulatory policies and procedures.	
13. Attend loan officer meetings.
Skills/Knowledge
1. Communications Proficiency.
2. Time management skills and the ability to organize, prioritize and perform multiple tasks simultaneously.
3. Leadership skills.
4. Financial Management.
5. Customer/Client Focus.
6. Technical Capacity.
7. Enthusiasm for assignments and the ability to meet established timelines.
8. Strong understanding of loan products, lending terms and deposit products.
9. Knowledge of lending guidelines and policies.
Work Environment
This job operates in a bank branch office. It is a professional environment. 
Physical Demands
Routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. Required to sit, occasionally stand, walk, use hand to finger and be able to lift up to 25lbs.
Position Type and Expected Hours of Work
This is a full-time position. Days and hours of work are Monday through Friday; 8:30am to 5 pm. 
Travel
May need to attend a seminar or conference. 
Required Education and Experience
1. High School Diploma or equivalent.
2. Formal credit training preferred.
3. Minimum of three years of lending experience preferred.
Preferred Education and Experience
Bachelor’s degree preferred.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 
“Equal Employment Opportunity/Affirmative Action Employer”

