
Department: Member Services Grade: 9
Reports To: V Pof Member Services Classification: Non-Exempt
Supervises Direct: 0 Supervises Indirect: 0
Approved By: Effective Date: 06/23/2015

Revised Date: 05/01/2018

Role:
Evaluate financial information and risks prior to granting loans to individuals. Assess information provided by
potential borrowers, such as their financial liabilities, credit history, employment and income, to calculate the
risks of extending credit to loan applicants. Evaluate and determine the capacity of borrowers to repay their
financial obligations.

Essential Functions & Responsibilities:
E 40% Conducts real time member interviews and investigations on credit applications to gather and

document information pertaining to credit decisions; Originates loans as needed to provide
efficient and timely service to our members.

E 40% Analyzes information received from credit applications, through all channels, and credit
reporting agencies to make prudent lending decisions in a timely fashion; Determines terms and
conditions of loan decisions within established approval/exceptional guidelines, leveraging risk
to ensure credit quality; makes exceptions to guidelines when necessary. Contacts members to
explore counter-offers or discuss denial when appropriate; identifies cross sell opportunities;
counsels members and suggests terms and conditions by which future loan requests might be
approved.

E 10% The ability to handle all confidential matters in a professional, highly ethical manner.

E 10% Provide guidance and support to members and staff with a focus on same-call/same-day
resolution. Provide exceptional service to all members. Participate as a member of the lending
team.

Performance Measurements:
1. Monitor all lending queues and individual portfolio productivity while maintaining high levels of accurate

and integrity. Communicate loan decisions in a timely (same-day/same-call) manner.

2. Keep current on local and national economic, financial and legislative events which could impact our
lending policies, practices and departmental goals. Monitor current trend in our portfolio and report to
Management.

3. Understand all lending systems including Mortgage and Home Equity programs. Understanding of title
work, appraisals and all lending terminology is needed. Familiarity will all Extra Credit Union products and
Services is required.

Knowledge and Skills:
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Experience Consumer lending proficiency is required along with five years of similar related credit
union or banking experience. The applicant suited for this position should be familiar with
the HYLS program.

Education Post high school training/education is preferred.

Interpersonal Skills Strong interpersonal skills are needed to build and maintain relationships with members
and potential members and team mates. Must possess superior in-person, telephone and
written communication skills providing prompt and professional services to our members
and co-workers

Other Skills Above-average keyboarding skills with accuracy. The ability to write clear and concise
notes, reports, summaries and procedures is required. The ability to respond effectively to
inquiries or complaints from members, team members and regulators is needed. Need the
ability to apply concepts such as percentages, ratios; review tax returns, budgets etc.
Requires the ability to identify, analyze and solve complex problems; formulate solutions
and implement them.

Physical
Requirements

This job requires using hands and fingers to keyboard for data entry into a computer, which
may include repetitive motions. Ordinary visual acuity is needed to prepare and revise
documents. Average hearing ability is necessary to receive detailed information verbally.
This job is mainly sedentary and may require the candidate to exert up to 40 lbs. of force
occasionally.

Work Environment No hazardous or significantly unpleasant conditions exist, such as in a typical office.

This Job Description is not a complete statement of all duties and responsibilities comprising the position.

DatePrinted Employee Name

Employee Signature
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