GREATER EASTERN OREGON DEVELOPMENT CORPORATION

(GEODC)

JOB DESCRIPTION
Position Title:

Assistant Loan Analyst/Processor

Position Location:

Pendleton, Oregon

Reports To:


Commercial Loan Officer





Executive Director (with regard to special projects)

Supervises:


N/A

Position Classification:
Part-time (20 hrs. per week); Hourly

Overtime Status:

Eligible for Overtime

Function:
Primary:  To assist loan officers in the overall implementation and administration of GEODC’s loan programs

Secondary:  To assist the Executive Director with special projects as needs arise and the employee has time available

Duties & Responsibilities:

Loan Analysis & Processing
1. Process new applications or requests for modification to existing loans

· Conduct credit search

· Assist with due diligence work in verification of material provided by applicant, including analysis of financial statements

· Assist with compilation of loan package for submission to Finance Committee

2. Process documentation for newly approved loans

· Prepare loan file and closing documents

· Schedule and execute closings

· Record appropriate documents

· Prepare necessary documents and correspondence for funding agency

· Prepare copies for and follow-up correspondence with the borrower

3. Provide Finance Committee support

· Package and mail application packages in advance of Finance Committee meetings

· Record minutes of Finance Committee meetings and maintain a permanent file of the minutes, including phone action requests

4. Conduct loan portfolio maintenance, servicing and reporting

· Conduct annual servicing for all loan programs including

· Prepare and mail confirmations to the borrower, other lenders, counties, insurance companies, the State of Oregon

· Track status of confirmations and follow-up conducted once information requested is received

· Conduct daily, weekly and monthly follow-up on routine servicing actions

· Assist in development of a borrower visitation program

· Post loan payment information bimonthly to the loan receivable subsidiary schedule; discuss collection status with Loan Officer and assist in follow-up of delinquent accounts

· Assist in preparation of periodic reports to program funding partners

· Field questions from borrowers, funding agencies and GEODC staff regarding outstanding loans and loan programs

5. Assist in development of marketing materials (brochures, newsletter, press releases, advertisements, etc.)

6. Notarize GEODC loan documents and other documents

7. Complete other projects as assigned

Special Projects (unrelated to loan programs)
1. Prepare organization newsletter with guidance from Executive Director

2. Complete other special projects, such as CERT coordination, as time permits

Qualifications:
· Knowledge of accounting equivalent to one year college level accounting course
· Basic knowledge of business math - interest, discounting, present value, debt amortization, retail pricing, percentages, etc.
· Basic knowledge of lending policies, practice and procedures
· Strong analytical, organizational and time management skills
· Strong written and oral communication skills
· Proficiency with personal computers and Microsoft Office programs
· Resourcefulness, tact and diplomacy in the presentation and discussion of matters of a complex confidential nature; ability to advise others or obtain their cooperation and/or approval
· Current Oregon State Notary Public
Travel Requirements:

Regular travel by automobile to meet with existing or potential borrowers, attend Finance Committee meetings, etc.  Occasional travel to attend workshops and conferences.

Job Conditions & Environment:
1. Desk assignment

2. Physical:
Climbing of stairs; frequent use of CRT, computer keyboard, calculator and fax machine; some irregular hours; ability to drive a passenger car as documented by valid Oregon driver’s license.
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