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Department: 		Lending
Designation:		Loan Administrator
Reporting to:		AVP - Lending
Job Description: This role will involve the following responsibilities:
Department Duties
The loan department is a busy office and everyone wears many hats.  We share the workload in many areas, including:
1. Handling incoming phone calls and walk-in customer requests, or distribute to correct party;
2. Collecting and posting payments on FISERV loan accounting system.
3. Submit escrow account insurance payment; follow up with insurance expiration; handle force-placed insurance and scanning of renewal policies.
4. Prepare payoff requests.
5. Provide loan counseling service to the borrowers.
6. Organize loan files
7. Assist with other matters as requested from time to time.
Job Experience/Education Requirements:
This position requires attention to detail, self-motivation and independent thinking.  We prefer the person has a 4-year college degree and has 2-3 years of similar work experience. Prior FISERV, Viewpoint and Excel experience a plus.  Chinese language a plus.
