Since 1883

Greenville
Federal Employment Opening

Position For Hire

Position Title: | pan Servicing Clerk

Location: Main Office Reports To: | pan Servicing Manager

Exempt: Non-Exempt: |[] Part-time: Temporary:

POSITION SUMMARY:

Under the supervision of the Loan Servicing Manager, and the Loan Servicing Asst. Manager, the Loan Serving Clerk
performs a variety of functions in connection with Real Estate and Consumer loans including processing escrow payments
for Homeowners, Private Mortgage and Flood insurance and Real Estate taxes. Tracking insurance renewals, cancellations
and amendments. Reviewing escrow accounts established at closing and processing a midterm escrow analysis.

ESSENTIAL JOB FUNCTIONS:

Regular and predictable attendance and punctuality.

Ability go deal directly with customers and be able to answer customer questions in regards to their payments and escrow
accounts.

Create and deliver various monthly reports.

Track past due insurance and tax payments.

Process accurate payoff request in a timely manner.

Release all liens, mortgages and UCC Filings.

Correct any loan payment issues that may arise.

Any other duties as assigned by the Loan Servicing Manager or Loan Servicing Asst. Manager.

MINIMUM REQUIREMENTS:

EDUCATION: High School diploma or equivalent required, associates degree a plus.

Banking and/or Insurance experience is preferred. Computer and Clerical skills required.
EXPERIENCE: g P P P q

Excellent communication and customer service skills. Accuracy and attention to details.

SKILLS & KNOWLEDGE: Prioritization/Time Management. Familiarity with Excel and Word required.

Position Posting Date: 7/1/2024 Position Closing Date: Until Filled

Contact Information: HR Department (937) 548-4158 or HR@greenvillefederal.com

Greenville Federal offers a competitive pay structure, excellent health insurance package, 401k plan, ESOP, flex spending account, paid
holidays, vacation, all in a professional working environment. Greenville Federal is committed to the principles of equal employment
opportunity and is committed to make employment decisions based on merit. We are committed to complying with Federal, State and
local laws providing equal employment opportunities, as well as all laws related to terms and conditions of employment. Greenville
Federal is proud to be an affirmative action/equal opportunity employer. EOE, including Disability/Vets.
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