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         Classification Description

HOUSING LOAN OFFICER
Department:
Community Connections





FLSA: Non-Exempt

Job Class #:  
350300







Represented: No

Pay Range:
0K05
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  This is professional and technical work in the Department of Community Connections, Housing Program.  An employee in this classification is responsible for accepting and reviewing applications for assistance under a variety of subsidized housing programs.
ESSENTIAL FUNCTIONS:
· Interview potential clients to determine eligibility and placement within the appropriate housing program.

· Prepare documentation necessary to execute loans including, but not limited to, deeds of trust, promissory notes, loan agreements and contracts.

· Prepare and present loan packages and make recommendations to the Community Development Corporation Board of Directors.

· Obtain documentation necessary to comply with program requirements such as title reports, credit reports, and certificates of insurance.

· Maintain loan portfolio and prepare financial documentation and other pertinent information, as required.

· Determine eligibility in accordance with local, state and federal regulations regarding lending and specifically for the HOME Program and Community Development Block Grant.

· Respond to questions and complaints regarding loan servicing and financial policies related to various housing programs.

· Prepare progress and activity reports required by local, state or federal funding agencies.

· Analyze and prepare reports on proforma’s for housing development projects.

· Answer routine requests for information regarding housing financing programs.

· Assist in the collection of delinquent accounts.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meet travel requirements of the position.  

· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

OTHER JOB FUNCTIONS:
· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under general supervision with the employee expected to plan and complete work independently after objectives, priorities and deadlines have been defined.  Work is reviewed in progress and upon completion by the supervisor for thoroughness, timeliness and compliance with regulations, policies and procedures.  This position does not supervise but may provide training and guidance to new employees and temporary employees.

WORK ENVIRONMENT: The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  The Housing Loan Officer works in an office environment on a daily basis. Travel to various work sites and/or meeting locations may be required.  At work site incumbents may be exposed to various living situations and lifestyles.  Work is generally completed on a regularly scheduled basis, however, attendance at meetings or completion of work outside of normal scheduled hours may be required.  Extended periods of concentration and sedentary work at a work station is required.  Work is subject to frequent interruptions and normal office noise.  

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing, and hearing.  There is some walking, sitting, bending/stooping, pushing/pulling and minimal lifting associated with the classification as it is currently performed. .  Incumbents will be required to climb stairs and/or ramps when accessing client’s homes. Ability to travel to attend meetings away from regular work site may be required.  

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:

· Mortgage and contract processing, methods, forms and procedures.

· General office practices, procedures and equipment.

· Documentation required to secure various types of loans, including procedures for creating and filing promissory notes and deeds of trust.

· Real estate practices and procedures related to appraisals, title insurance, taxes, and fire and liability insurances.

· General banking procedures and practices as they relate to housing loans and loan servicing.

· Local, state and federal regulations regarding lending and specifically for the HOME Program and Community Development Block Grant.

· Bookkeeping, loan disbursement and escrow procedures.

Ability to:
· Understand and apply local, state and federal guidelines, rules and regulations pertaining to housing programs.

· Establish and maintain effective working relationships with program clients, lenders and fellow employees.

· Perform and prepare analytical and financial analysis.

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   Five or more years of work experience in mortgage/loan processing or a related field is required.  Additional education or experience may substitute for the recruiting requirements.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Successful completion of a Pierce County background investigation is required prior to employment. A valid Washington State driver’s license may be required when travel is required of the position.
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