
TITLE:             Mortgage Loan Opener    
REPORTS TO:        Processing Supervisor 
CLASSIFICATION: Non- Exempt   
LOCATION:           Corporate Office  
DATE:            February 20, 2019    
 
 
JOB DESCRIPTION 
Summary/Objective: To review all new loan files and documentation in a timely fashion in compliance with all 
bank regulatory and investor guidelines, assist loan originators in inputting information into the loan 
origination system, and assist loan processing as needed. 
 
Essential Functions:  

 Review new loan files for input accuracy from originators; process all documentation to ensure 
accuracy and completeness. 

 Set up a physical and an electronic file, and stack the documentation in proper order. 

 Review each loan for compliance with all regulatory and investor guidelines. 

 Work with applicant and originator to ensure documents are collected in a timely fashion. 

 Disclose on loan files within regulatory periods. 

 Work with originators on pipeline maintenance on weekly basis to ensure pipeline integrity. 

 Maintain data integrity of system data fields. 

 Provide outstanding customer service and display positive attitude. 

 Participate in training sessions to increase knowledge and ensure compliance with all regulatory and 
investor requirements. 

 Compliance with all government regulations including the Bank Secrecy Act and related regulations 

 Other duties as assigned by management. 
 
Competencies 

 Excellent oral and written communication skills to communicate effectively with diverse groups and 
individuals. 

 Initiative and ability to create relationships of trust with customers and Bank personnel. 

 Excellent organizational and data gathering skills. 

   Excellent telephone skills/ etiquette. 

   Strong computer skills and familiarity with Microsoft Office suite of products is preferred. 

   Strong attention to detail and organization, and ability to develop an in-depth understanding of the 
products/programs of our clients. 

 
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 

 As required 



 
Required Education and Experience 

 High School diploma, GED or equivalent required. 

 1-3 years previous mortgage lending experience required.   

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. 


