
Position For Hire

Position Title: 

POSITION SUMMARY: 

ESSENTIAL JOB FUNCTIONS: 

MINIMUM REQUIREMENTS: 

EDUCATION:

EXPERIENCE:

SKILLS & KNOWLEDGE: 

Position Posting Date: 

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

Position Closing Date: 

Location: 

Exempt: Non-Exempt:         Part-time: Temporary:

Department:

Reports To:

Employment Opening

Greenville Federal o�ers 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 a�rmative action/equal opportunity employer. EOE, including Disability/Vets.


	Position Title: Loan Clerk/Consumer processor
	Department: Retail Lending
	Location: Greenville 
	Reports To: Retail Loan Processing Mgr. 
	MINIMUM REQUIREMENTS: Computer/MS Office literacy, strong mathematical skills.
	POSITION SUMMARYRow4: The Retail Loan Clerk/Consumer Loan Processor acts as a liaison between the Loan Originators and Loan Processors in order to facilitate the processing and closing of all loan applications. Strong organizational skills, attention to detail and the ability to multi-task required. Responsible for processing consumer loans, such as auto purchase and refinance loans and unsecured loans, as well as Home Equity Line of Credit (HELOC) applications. 
	ESSENTIAL JOB FUNCTIONS4: Job duties will include: entering loan data/using loan origination software; assign files for underwriting and processing,  order and track receipt of appraisals, title exams and flood certifications; verification of underwriting documents.  Assembly and verification of all processing data/documents for accuracy, preparation of closing documents, and boarding of loan files. Communicating with third parties such as appraisers, attorneys, title agencies, and realtors. 
	EDUCATION: High School Diploma required, Associates Degree in business-related field preferred.
	EXPERIENCE: 2+ years in banking/office env.  Prior loan doc or real estate title experience preferred.
	SKILLS & KNOWLEDGE 1: Self-motivated, ability to multi-task; Excellent verbal/written communication skills; Strongly organized; Task-oriented towards meeting specific goals; Ability to work within a group to reach milestones/fulfill a mission; Knowledge/experience of consumer mortgage/lending compliance, real estate title processes, federal regs and reporting requirements required.
	Position Closing Date: 11/26/2021
	Position Open Date: 12/10/2021
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