
TITLE:     LOAN INSURANCE CLERK & ASSISTANT LOAN SERVICING 

SUPERVISOR   

REPORTS TO:  LOAN SERVICING SUPERVISOR   

CLASSIFICATION:  NON-EXEMPT 

LOCATION:   MAIN OFFICE; ESCROW - LOAN SERVICING DEPT    

DATE:     JANUARY 22, 2018 
 

 

JOB DESCRIPTION 

Summary/Objective 

The Loan Insurance Clerk and Assistant Loan Servicing Supervisor will evaluate, process and maintain all 

insurance records for First Federal Savings of Lorain mortgage files and secondary market loans we service. 

 

Essential Functions:  

 Open, evaluate and process daily insurance mail.  

 Review new and renewal policies ensuring required insurance coverage. 

 Enter updates in computer from insurance companies with renewals. 

 Pay insurance premiums for Homeowners, Private Mortgage Insurance, Flood Insurance, Credit 

Life, Disability and Accidental Death insurance we escrow for a mortgage account and balance 

monthly. 

 Mail cancellation notice to customer when received from insurance company. 

 Handle insurance claim checks customers bring in according to our policy and procedures. 

 Schedule inspection for insurance claims when applicable. 

 Terminate and delete PMI based on monthly report.  

 Successful completion of approved training and compliance testing. 

 Commitment to continuing education. 

 Knowledge of banking regulations pertaining to PMI/Flood Insurance. 

 

Secondary Functions: 

 Perform and manage escrow disbursements for the payment of real estate taxes. 

 Prepare, perform, and review construction loan disbursements. 

 Assist in HMDA data collection and reporting. 

 Monitor property inspectors. 

 Utilize technology to improve efficiencies within the Loan Servicing Department. 

 

Supervisory functions:  

 Will typically be limited to the time-period in which the Loan Servicing Supervisor is not present.   

 Monitor, assist and supervise the workflow of the Loan Servicing Department.   

    

Competencies: 

1. Proper phone etiquette and letter writing techniques 

2. Time Management 

3. Teamwork Orientation 

4. Communication Proficiency 

5. Maintain a professional, business-like atmosphere within department and organization 

 

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. 

 

While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to 

finger, handle, or feel objects, tools or controls; reach with hands and arms; climb stairs; talk to hear.  The 

employee must occasionally lift or move office products and supplies, up to 20 pounds. 

 



 

 

Position Type 

This is a full-time position.  Business hours of operation and scheduled workdays may include Saturdays. 

 

Travel 

 Travel is limited, and is anticipated to be primarily local during the business day. 

 

Required Education and Experience 

 High School degree or GED required. 

 Strong listening and customer service skills. 

 Computer skills with regard to excel spreadsheet, word processing and mortgage on line 

computer system.  

 Willingness to be cross-trained in other Loan Servicing positions. 

 

AAP/EEO Statement 

First Federal Savings of Lorain is an Equal Opportunity Employer-M/F/Disabled/Vet 

 

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties 

or responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may 

change at any time with or without notice. 

 


