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        Classification Description

LOAN OFFICER

Department:
Community Services






FLSA: Non-exempt

Job Class #:  
333800







Represented:  No
Pay Range:
0K04
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 Services.  An employee in this position is responsible for providing financial and technical assistance to small/medium-sized businesses. Duties include program development, financial analysis, commercial and industrial real estate analysis, loan packaging, maintaining loan portfolios, report writing and grant writing. Markets U.S. Small Business Administration, Pierce County Revolving Loan Fund, and other financial assistance programs.  Provides assistance to community and regional projects: provides business liaison assistance between business owners and other county, state, and federal departments and agencies.  An employee in this classification reports directly to the Manager of Economic Development.

ESSENTIAL JOB FUNCTIONS

Provides technical assistance to neighborhood business organizations, and small and minority-owned businesses.

Provides liaison assistance between business owners, community organizations and various areas of local, state and federal government departments and agencies.  

Provides grant writing and other technical assistance to a variety of private and non-profit businesses and agencies.
Markets Pierce County Revolving Loan Fund (RLF), U.S. Small Business Administration (SBA) and other financial assistance programs.

Analyzes loan proposals for financial feasibility.

Negotiates terms with proposal sponsors, private lenders, governmental agencies, and borrowers.

Determines most suitable program for each proposal and structures the financing to meet HUD, SBA or other programmatic guidelines and underwriting criteria.

Prepares and presents final loan package to the appropriate lending organization.

Maintains the RLF loan portfolio and administers contracts related to business lending.

Develops and prepares program documents and forms for compliance with applicable regulations and to perfect loans.

Refers businesses in need of management or other services to other technical assistance providers.

Prepares progress and program reports as required by local, state or federal funding agencies.

Makes presentations to federal, state, and local government officials, local economic development organizations, commercial and industrial real estate brokers, bankers and other private lenders, developers and business persons.

Develops and maintains ongoing relationships with private lenders, businesses, developers, technical assistance providers, and local, state and federal officials involved in economic development.

OTHER JOB FUNCTIONS

Performs other job functions as assigned.

KNOWLEDGE, SKILLS AND ABILITIES   

Considerable knowledge of federal, state, and local loan and grant application practices and procedures.

Knowledge and understanding of financial lending institution rules, regulations, and guidelines.

Knowledge of financial assistance programs such as Small Business Administration, Pierce County Revolving Loan Fund, and other financial assistance programs.

Ability to perform analytical and financial analysis.

Ability to interpret and understand local, state and federal regulations.
Ability to prepare final loan packages and proposals to various lending organizations.

Ability to negotiate terms with private lenders, governmental agencies, and financial agencies.

Ability to provide direction and technical assistance to small and medium sized businesses.

Ability to communicate effectively both orally and in writing.

Ability to make oral presentations to federal, state, and local government officials, local economic development organizations, commercial and industrial real estate brokers, bankers and other private lenders, developers, and other related business entities.

Ability to establish and maintain an effective working relationship with the general public, private businesses, federal, state, and local governmental agencies, bankers, and other private lenders.

Ability to effectively use and operate a personal computer and other standard business equipment.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.    

RECRUITING REQUIREMENTS
Graduation from a four-year college or university with major coursework in finance, accounting, economics, business or a related field.  A graduate degree or an advanced professional designation or certification from an appropriate industry (banking, insurance or real estate) is preferred and two or more years experience in commercial or government lending or development funds and programs or in a related area in business, finance or real estate transactions to small/medium-sized businesses.  Additional experience and/or education may substitute equally for the position requirements.
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