
 

JOB DESCRIPTION 

POSITION TITLE:   Loan Servicing Assistant 

SUPERVISOR’S TITLE:  SVP/ Loan Operations Manager 

DEPARTMENT:   Loan Administration  

EMPLOYMENT STATUS:  Non-Exempt 

 

ESSENTIAL DUTIES & RESPONSIBILITIES: 

 

❖ Monitor group email inbox and process received email requests, including, but not limited to, 

processing loan payments and loan advances. 

 

❖ Monitor group incoming calls including, but not limited to, inquires of existing loans and payoffs 

information. 

 

❖ Process loan participation payments/advances and forward to appropriate participant per 

Participation Certificate. 

 

❖ Provide loan balances, payoffs, and payment information to customers, lending officers and loan 

processors. 

 

❖ Process outgoing wire and ACH transfer transaction upon receipt and review of the required 

forms. 

 

❖ Respond and research loan inquiries reported by Bank personnel and customers. 

 

❖ Review, process, scan, and file Address Change and Auto Payment requests. 

 

❖ Perform system-to-file call backs to ensure accuracy based on approved credit memo and signed 

loan documents. 

 

❖ Backup loan boarding onto Loan System, ensuring that the appropriate information is entered in 

the correct system fields including ticklers and collateral information.   

 

❖ Callback disbursed loan proceeds and fees paid according signed Disbursement Authorization 

document and/or Final Closing Statement. 

 

❖ Prepare payoff demand statements upon receipt from escrow or title companies. 

 

❖ Assist with loan documents uploading to imagine system, CenterDoc to bank standards/policy. 

 

 

JOB RELATED QUALIFICATIONS: 

Knowledge/Skills/Abilities 

❖ Computer skills to include use of Microsoft Office products, Laser Pro and other programs as 

required. 

 

❖ Strong mathematical ability.   



 

❖ Strong analytical skills, time management, and organizational skills.  

 

❖ Ability to handle detail-oriented transactions and high-performance work environment. 

 

❖ Excellent written and verbal communication skills, attention to detail and follow-through. 

 

❖ Outstanding interpersonal skills, dedication to teamwork, and enjoys working closely with others.   

 

❖ Ability to interact with coworkers, follow directions and work rules, and accept constructive 

feedback. 

 

 

Education/ Licenses/ Work Experience  

❖ High school diploma or GED equivalent required.  

 

❖ One to three years’ experience in banking/lending strongly preferred.  

 

❖ Experience in a Loan Administration / Note Department of a commercial bank, preferred.   

 

 

 


