Since 1883

Greenville

Federal

Position For Hire

Employment Opening

essor
Location: Greenville or Tipp City Reports To:
Exempt: Non-Exempt: |[] Part-time: Temporary:

POSITION SUMMARY:

Enter loan data, and/or verify loan data input by Loan Originator, using Loan Origination System. Obtain or verify; appraisals,
flood certification and underwriting documents and title exams. Assemble and verify all documents for accuracy. Produce
closing documents in forms system. Board closed loans into bank system. Work directly with Loan Originators, appraisers,
attorneys, realtors, insurance agents and contractors. Oversee the commercial loan servicing of closed loans.

ESSENTIAL JOB FUNCT

IONS:

Main contact for Loan Origination software program with respect to loan documentation prep
Review application submitted by Loan Originator to understand transaction.
Meet weekly with commercial Loan Originator team to discuss and manage current pipeline

Obtain Flood Determination if applicable

Order Appraisal; deposit appraisal fee into the appropriate General Ledger account
Upon receipt of Appraisal forward to the Loan Originator

Order Title Exam
Order payoffs

Upon receipt of title opinion review vesting, liens, taxes, defects, etc. Email to Loan Originator for review
Prepare closing documents, deliver to Loan Originator for review.

MINIMUM REQUIREMEN

TS:

EDUCATION:

High School diploma or equivalent required, associates degree preferred

EXPERIENCE:

2+ years experience in loan processing

SKILLS & KNOWLEDGE:

» Knowledge of Federal Regulations for lending
« Successful completion of in-house training program
» Good understanding of financial institution products and services

Position Posting Date:

03/11/2025

Position Closing Date: Until Filled

Contact Informat

ion: 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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