



POSITION DESCRIPTION

	TITLE:
	RESIDENTIAL MORTGAGE CONSULTANT

	DEPARTMENT:
	RESIDENTIAL MORTGAGE LOAN DEPARTMENT

	FLSA STATUS:
	EXEMPT
	
	


BASIC FUNCTION

Maintain high level of customer service offering the best possible solutions for those looking for first mortgages, second mortgages and construction loans. Examines, evaluates, and authorizes or recommends approval of customer applications for residential real estate loans.  

ORGANIZATIONAL RELATIONSHIPS

	Reports to:
	Supervises:

	· Residential Mortgage Loan Sales Manager
	· No supervisory responsibilities


ESSENTIAL DUTIES

· Develop residential mortgage business via third-party referrals, e.g. realtors, financial professional, attorneys, etc.  

· Interview applicant and request specified information for loan application.

· Request property appraisals, applicant credit reports, background checks, reference checks, and other information pertinent to loan applicant's evaluation.

· Analyze applicant financial status, credit, and property evaluation to determine feasibility of granting loan.

· Correspond with or interview applicant or creditors to resolve questions regarding application information.

· Compile loan package and facilitate negotiation with applicant according to establishment standards, such as fees, loan repayment options, and other credit terms.

· Approve loan within specified limits or refers loan to loan committee for approval.

· Ensure loan agreements are complete and accurate according to policy.

· Assure timely loan closing and funding activities.

· Identify and analyze potential loan markets to develop prospects for residential real estate loans.

· Advise loan manager of external factors that may affect Bank lending policies, such as new or revised legislation and regulations. Recommend and implement appropriate changes to establishment policies and procedures.

· Promote and cross-sell other bank products and services as appropriate to customer requirements.

· Provide loan data to support marketing and sales promotion programs.

· Assist customers with inquiries and information requests, and resolves complaints relating to loan products and services offered.

· Call and visit existing customers to promote and sell Bank products and services.

KNOWLEDGE, SKILLS AND ABILITIES

· Documented track record of mortgage sales experience, including relationship building abilities with third-party referral sources.

· Good knowledge of Federal, State and Bank lending policies and procedures

· Knowledge of industry regulations

· The requirements listed above are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
TRAINING AND EXPERIENCE

· At least 2 years of mortgage sales experience.
· Current production of at least 3 - 5 loans funding/month.  

· Strong referral network

· Current NMLS registration

· Bachelor’s degree in Finance, Accounting, or equivalent practical experience

WORKING ENVIRONMENT AND CONDITIONS

· Typical office environment with exposure to moderate noise levels.

· The work environment characteristics and physical demands described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
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