MEMBERS FIRST CREDIT UNION

JOB DESCRIPTION
Mortgage Loan Processor
(Non-Exempt)
Reports to:  Real Estate Lending Manager
Position Overview:  The primary purpose of this position is to assist Members First Credit Union to deliver on its Mission:  To make a positive difference in the lives of our members and our community.  To achieve this mission the position must deliver high quality service to both internal and external members.

Major Functions/Duties/Responsibilities:
· Deliver on our Service Promises in every internal and external member contact.

· I promise to treat you as an honored guest

· I promise to take responsibility for your request

· I promise to make it easy to do business with us.

· I promise to respond to your requests in a timely manner.

· I promise to identify your needs and suggest a solution that will help you achieve your financial goals.

· I promise to ensure the security of your financial information.

· I promise to show my appreciation for allowing me to serve you.

· I promise to exceed your expectations at every encounter
· Develop and Maintain an effective level of product knowledge

· Maintain continuing education on Federal and State Regulations and stay in compliance in all situations

· Provide prompt, professional, helpful, knowledgeable and courteous member service

· Answer questions effectively and provide information as requested
· Answer member calls to the mortgage department ring group
· Complete daily mortgage lending related tasks as directed
· Process mail as required

· Process Neighborhood Mortgage Solutions and Member First Mortgage Payments

· Process loan paperwork once a loan officer has made the initial loan approval
· Tell new members and potential members about our MFCU products and services and how the member will benefit from these products & services.
· Create opportunities for expanded member relationships by determining member needs for additional products and services

· Obtain necessary documentation from member to satisfy requirements for a mortgage loan application
· Verify that property taxes and homeowners insurance are paid/up to date for all mortgage loan accounts/applications
· Prepare an adverse action letter as required by law and mail original to the member. Attach a copy of the application that was denied.
· Audit mortgage/home equity line of credit and closed end home equity files
· To perform certain specialized clerical functions as required.
· Be a visible presence in the local community.  Promote the credit union and gain leads through participation in business, community, chamber, and charitable organization activities as assigned
· Effectively accomplish other duties and tasks as assigned by leadership
General Requirements/Experience:

· Desire to “Make a Positive Difference in the Lives of our Members and the Community”
· Minimum of one-year experience with a financial institution
· Must have a working knowledge of loan processing and credit analysis
· Operate a computer and related software.
· Must have a good working knowledge of credit union products and services offered by Members First Credit Union
· Must have a good knowledge of State and Federal laws governing the Mortgage lending process
· Excellent written and verbal communication skills
· Ability to work as a team and individually to accomplish tasks of the mortgage department
· Attend educational functions as required

· Other requirements may be necessary
Education: 
· Minimum high school graduate or equivalent.
· Associates degree preferred
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