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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Consumer Loan Officer

Job Title:

Consumer Loan Officer

Department:



Reports To:



FLSA Status:



Prepared By:



Prepared Date:



Approved By:



Approved Date:
 

Summary: 

Examines, evaluates, and authorizes or recommends approval of customer applications for consumer loans by performing the following duties.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

· Interviews applicant to determine consumer loan requirement and gather pertinent information for loan application.

· Requests applicant credit reports, background checks, reference checks, and other information pertinent to loan applicant's evaluation.

· Analyzes applicant financial status, credit, and asset evaluation to determine feasibility of granting loan or submits application to credit analyst for verification and recommendation.

· Resolves uncertainties relating to customer application information through inquiries with applicant or creditors.

· Approves loan within specified limits or refers loan to loan committee for approval.

· Compiles loan package and facilitates negotiation of loan structure with applicant, including fees, loan repayment options, and other credit terms.

· Ensures loan agreements are complete and accurate according to establishment policy.

· Assures timely loan closing and funding activities.

· Identifies and analyzes potential loan markets to develop prospects for consumer loans.

· Advises loan manager of external factors that may affect establishment lending policies, such as new or revised legislation and regulations. Recommends and implements appropriate changes to establishment policies and procedures.

· Promotes and cross-sells other establishment products and services as appropriate to customer requirements.

· Provides loan data to support marketing and sales promotion programs.

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience: 
Language Skills: 
Mathematical Skills: 
Reasoning Ability: 
Computer Skills: 
Certificates, Licenses, Registrations: 

Other Skills and Abilities: 

Other Qualifications: 
Physical Demands: 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment: 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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