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JOB DESCRIPTION 

 

JOB TITLE:  LOAN ASSISTANT 

DEPARTMENT: CREDIT 

REPORTS TO: COMMUNITY PRESIDENT, TUPELO 

SUPERVISES: N/A 

FLSA STATUS: NON-EXEMPT 

 

GENERAL SUMMARY 

 

Is responsible for assisting lenders/ portfolio managers in obtaining required information and 

documentation pertaining to commercial and installment loans. This position provides operational 

and administrative support to the commercial lending staff and assists with day-to-day 

management of customer requests. The role requires strong organization, attention to detail, 

follow-through, and the ability to manage multiple priorities and deadlines. 

 

ESSENTIAL JOB FUNCTIONS 

• Handle day-to-day transactions for customers and acts as a liaison between lenders and the 

loan operations department (transfer funds, draws, wires, payments, AFTS, etc.) 

• Enters new customers and businesses into Silverlake while ensuring the correct 

documentation is scanned into Synergy (ID’s, operating agreements, etc.) 

• Practices diligence with duties involving Bank Secrecy Act compliance by obtaining 

Customer Identification Profile Information, reporting suspicious activity, obtaining 

beneficial ownership information and risk assessment and customer due diligence 

information. And complete Verafin for each loan request. 

• Assist portfolio managers in ordering title work, appraisals, and any other documentation 

required for loan processing. 

• Request, review, and maintain required insurance documentation for loans, monitor 

expiration dates and coverage requirements, follow up with customers and insurance agents 

for updated or missing information and promptly communicate any deficiencies or 

concerns to the Portfolio Manager/Lender.  

• Prepare and send customer wire requests by completing the wire workflow, verifying wire 

instructions and required information for accuracy, obtaining any necessary supporting 

documentation or approvals if necessary, and ensuring the wire gets completed in a timely 

manner. 

• Promptly scan and organize loan documents into the appropriate folders upon receipt to 

ensure the Portfolio Manager can proceed with booking the loan. Along with scanning the 

Beneficial Ownership Packet into synergy the day they receive the signed Appendix A 

back.  Prepare and send completed loan packages to Loan Services. 

• Communicate with Loan Services about the coordination of getting the documents (Deeds 

of Trust and Assignment of Rents) recorded at Chancery Office including obtaining the 

check for the recordables from Servicing and delivering the documents to be recorded. 

• Loan exceptions:  Assist lending staff with clearing exceptions regarding financial 

statements, insurance requirements, title requirements, car titles, and any and all other  
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exception items in Teslar.  As well as putting Final Titles/ Title Insurance received from 

Portfolio Managers into the in Teslar. 

• Assist lenders and portfolio managers with construction monitoring, draw requests, 

ordering inspections and title endorsements, completing drawsheets, etc. 

• Regular and reliable attendance.  

• Other duties as assigned by supervisory personnel. 

 

OTHER FUNCTIONS 

Candidates who cannot perform some or all of these duties because of disabilities will 

nevertheless receive full consideration for the job based on their ability to perform essential 

functions. Performs other duties as assigned or required. 

 

MINIMUM REQUIREMENTS 

 

The following are required to enable job holders to perform the essential functions of the job. 

 

1.  SKILLS 

Machines - personal computer, calculator, copier, printer, telephone, scanner. 

Good interpersonal skills. 

Math skills. 

Ability to organize and prioritize work. 

Ability to work without direct supervision. 

Word Processing. 

Good communication skills, oral and written. 

Ability to maintain confidentiality. 

High degree of poise and tact to represent bank in a positive manner.                                                            

 

2.  KNOWLEDGE 

Bank policies and procedures. 

Loan documentation and compliance. 

Corporate documents such as operating agreements, etc. 

Loan application and processing system. 

Basic accounting. 

Bank computer system. 

Banking terminology. 

Banking laws and regulations. 

Word processing. 

 

3.  EXPERIENCE/EDUCATION     

College degree in business with minimum of one year experience in related field (legal, 

banking, lending, insurance, real estate) preferred or High school diploma or equivalent with 

3-4 years of administrative/clerical experience in a related field (legal, banking, lending, 

insurance, real estate).  
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4.  SCHEDULING 

 

No special requirements.  Normal hours are 8:00 a.m. to 5:00 p.m. Monday through Friday.                                                            

 

To apply for this position, download and save the Application Form located on  

our Careers page. Once completed, please send the Application by attaching it in  

an email to: careers@fnboxford.com.  

FNB Oxford is an Equal Opportunity Employer and a VEVRAA Federal Contractor. 


