KS Bank

POSITION DESCRIPTION

LOAN DOCUMENT IMAGING SPECIALIST 
Department:
Loan Operations


FLSA Status:
Non-Exempt
Supervises:
N/A




Reports To:
Loan Operations Manager
KS Bank

POSITION DESCRIPTION

LOAN DOCUMENT IMAGING SPECIALIST 


POSITION SUMMARY

Supports operations department staff and other areas of the bank by ensuring documents are scanned, indexed and maintained accurately on imaging system.  Assists with the development and maintenance of policies and procedures specific to document imaging.  Assists with maintaining files and clerical duties within operations department.  Performs daily pickup and delivery of mail from the Post Office and any exchange of documentation between Corporate and Operations.  Provides external and internal customer service concerning imaging system and imaged files.    

GENERAL QUALIFICATIONS

Required Education / Knowledge:  The equivalent of a high school diploma.  Knowledge of loan documentation, compliance procedures and the Bank’s lending policies and procedures.  
Preferred Education / Knowledge:  Knowledge of other areas of bank operations. 

Preferred Experience:  Experience in the operational functions of a financial institution of at least one year.  Familiarity with imaging software systems and general knowledge of computer software applications.
Required Skills:  Possess a working knowledge of loan documentation.  Ability to read, analyze and apply policies and procedures, and interpret procedural documents.  Ability to compile information for the creation or updating of procedures manuals.  Proficient keyboard and PC skills, including Word, Excel, and Outlook.  Must be detail-oriented and have decision-making and problem solving skills.  Strong communication and customer service skills are essential.  Must have an ability to organize task, set priorities and work independently while meeting deadlines.
Physical Demands/Work Environment:  Must have the ability to work the hours and days required to complete the essential functions of the position, as scheduled. Vision, hearing, dexterity, and speech are required.   Must have the ability to read, analyze and interpret information loan documentation requirements.  Other normal office-related physical demands may be necessary.

Mental Demands:  Must have the ability to listen, reason, think, concentrate and interact with others.  The ability to exercise self-control and work under stressful conditions is necessary.   Must have the ability to collect data and conduct research to solve loan-related problems.  Capable of maintaining a steady and very repetitious work load.
ESSENTIAL FUNCTIONS

· Images and indexes all documents related to loan files and items for other departments as directed by management.  This includes correctly identifying the imaging cabinet/folder, name of documents, and completing document indexing information for each document.  Ensures document images are not duplicated and legible.    
· Provides exceptional customer service to both internal and external customers.  Ensures research requests and problem resolution is handled in a timely, professional and courteous manner.   
· Maintains loan files by accurately filing documents in appropriate files and ensuring files are returned to appropriate area.
· Assists in the development and implementation of imaging policies and procedures. Once policies/procedures are established, responsible for reviewing and assisting with updating them on a yearly basis.

· Adheres specifically to Bank policies and procedures, Federal and State regulations and laws.
· Participates in required training and has the responsibility for following regulatory requirements including those pertaining to the Bank Secrecy Act (BSA), Anti-Money Laundering (AML), Customer Identification Program (CIP), and OFAC to assist in the identification, detection and determent of money laundering or other unlawful activities.

· Performs administrative tasks for members of the Loan Department.
· Goes to Post Office daily to pickup and deliver mail as needed.  Oversees the exchange of any documentation between Operations and Corporate.  
ADDITIONAL RESPONSIBILITIES

· Looks for opportunities to increase knowledge of loan operation functions.

· Functions as a team and realizes all members of the team are vital to its success.

· Takes advantage of opportunities to build banking relationships and ask for business.  Shows appreciation for customers and provides solutions when problems arise.

· Performs other duties as required.

Acknowledgement

The undersigned employee acknowledges receipt of the Position Description and understands the essential functions, responsibilities and qualifications for the position.  

Furthermore, the employee acknowledges that this Position Description is not intended to be construed as an exhaustive list of all responsibilities, duties and/or skills required. The essential functions may change as deemed necessary by management.

  

______________________________


__________________            

Employee Signature                                                  
Date

______________________________


__________________

Manager Signature                                                    
Date
March 2022
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