JOB DESCRIPTION

Position: Loan Administrative Manager
Facility:  Gurnee 

Principal Duties and Responsibilities

Manage the area of the loan administration/loan operations department.

Prepare performance plan and development plan for direct reporting employees; review performance plan with employees on a periodic basis; prepare and deliver annual employees evaluations; and make wage and salary adjustment recommendations which follows established guidelines.

Manage all activity related to loan administrations, which includes but is not limited to, file maintenance of credit and collateral materials, and credit records in accordance with department procedures.  Be responsible for and manage the systems that report tracking and file maintenance of all loan files.  Review loan files to ensure adherence to regulatory requirements, and corporate/departmental policies and procedures.

Monitor all practices used in loan administrations, operations, documentation and assure data input is properly entered into computer system.  Revise procedures as necessary to enhance efficiency.

Assist in the preparation of financial data for internal and external reporting.

Develop, implement and monitor department training and cross training programs.

Maintain a working knowledge of current computer programs to perform responsibilities efficiently.

Perform other related duties as assigned.

Knowledge, Skills and Abilities Required

Complete familiarity with bank’s lending policies, procedures and guidelines including proper documentation, report tracking and file maintenance of loan file.

Interpersonal skills necessary to communicate effectively with clients of the bank, department staff, co-workers and other bank managers.

Strong communication skills necessary to effectively train and develop department staff.

Education and training

Not limited to, a high school diploma plus 2 years of college or equivalent.  One to two years lending experience in banking or financial services.  Workshops, seminars and self study programs with an emphasis in data processing and loan processing helpful.

