Name of Company
Job Description: Loan Officer
Reports to: 
Purpose:  
	The loan officer will use his or her industry knowledge, marketing and sales strengths to find prospects, generate leads, and convert application opportunities to loans. The loan officer will develop long-term relationships with clients and referral partners, creating an email friendly database that will allow for continuous marketing ‘touch points’ over time. Will provide excellent mortgage planning and financial counsel. Will ensure that reports and client documentation are accurate and done in a timely manner. Will abide by all the ethical rules and regulatory guidelines in all aspects of the work.     


Personal Characteristics

	· Proactive, self-motivated and internal drive
	· Empathy and relationship skills

	· Deals well with customer objections
	· Communicates with candor

	· Positive attitude
	· Works effectively with assertive temperaments

	· Sense of humor
	· Innovator

	· Operates with minimal supervision and latitude for independent action
	· Disciplined personal planning and time management skills

	· Builds rapport and confidence quickly
	· Does not fear rejection

	· Passionate in helping others 
	· Committed listener. - asks appropriate sales questions and listens

	· High achiever
	· Strong work ethic

	· Honest and trustworthy
	· Flexible and accepts change 

	· Resilient 
	· Respectful of others


Professional Characteristics
	· Sales experience - 3-5 years (mortgage experience preferred)
	· Software competence including loan origination software, Act!, MS Word, Excel, PowerPoint, Internet and Outlook.

	· Professional demeanor and image
	· Proficient knowledge of sales techniques

	· Proficient with numbers
	· Dynamic face-to-face presence.

	· Business acumen
	· Sales & marketing experience - 3 + years

	· Computer and office equipment skills
	· Proven sales track-record

	· Systems-oriented 
	· Travel availability 


Duties
	1. Know and successfully apply the principles of:

a. Lending basics

b. Compliance

c. Loan documentation

d. Lending guidelines

e. Fiscal literacy

f. Deal structuring

g. Computer technology

2. Develop and use a strong Unique Selling Proposition (USP) with potential clients, clients and referral partners.
3. Use excellent phone skills in generating leads, making sales presentations and communicating with clients and staff.
4. Create and make face-to-face sales presentations to individuals or groups.
5. Help create collateral presentation materials.
6. Complete all loan applications thoroughly before sending to processor.
7. Contribute to organizing and attending broker open houses.
8. Build and manage electronic database of past clients, referral partners and potential clients.
9. Successfully use creative marketing and sales practices to create new business.
10. Understand and effectively utilize industry sales tools including: Mortgage Coach, The Perfect Loan Process, Mortgage Market Guide, etc. 

11. Build purposeful relationships with referral partners by:

a. Consistently attending networking groups

b. Consistently attending open houses
c. Consistently visiting referral partners

d. Becoming a community resource

12. Provide excellent customer service that adds value to leads, clients and referral partners through:

a. Contacting with a purpose of educating
b. Creating and distributing Gifts of Knowledge (GOK) materials
c. Building a multi-dimensional network of professionals for referral purposes 
13. Utilize an effective personal time management system.
14. Complete company reporting requirements accurately and in a timely fashion.

Invest in your career through e-learning sites, seminars, business courses, literature and coaching.


Compensation & Benefits
	Determine compensation and benefits.



Expectations & Guidelines       
	Scheduled hours: 9:00 am to 5:00 pm – new loan officers with monthly draw. Monday through Friday.
Acceptable monthly application volume and units: (EXAMPLE)$15,000* gross commissions/6* units (submitted to processing monthly) 

Acceptable monthly closing fees and units:  (EXAMPLE) $10,000*/ 3 units*

Return all phone calls: within 24 hours

Compliance documentation: completed and turned in within 24 hours

1003s to be completed electronically (not hand-written).

Approval speed: 24 hour for pre-approvals
Client satisfaction survey scores: (EXAMPLE) 90% good or very good
First time approval ratio: (EXAMPLE) 80% minimum

Unit fallout rate: (EXAMPLE) 20% maximum
Complaints and resolution: All complaints resolved within 3 business days
Reports: generate weekly status report and lead generation report by each Friday

Sales and company meetings: Mandatory attendance (includes company-sponsored training) 

Clients acquired during employment belong to the company

Sign a non-compete agreement.

Physical requirements of the position:


