
PACIFIC CASCADE FEDERAL CREDIT UNION
Mortgage Loan Processor

Job details
Salary: $18.95 to $28.43 an hour
Job Type: Full-time
Qualifications:  Three years to five years of similar or related experience. And (1) A
two-year college degree, or (2) completion of a specialized certification or licensing, or
(3) completion of specialized training courses conducted by vendors, or (4) job-specific
skills acquired through an apprenticeship program.

ROLE:

To assist staff, members and loan brokers with conventional real estate loans including
home equity consumer loans with processing, preparation for underwriting and closing
of the transaction.

Essential Functions & Responsibilities:

20% -- Review and analyze residential loan applications to verify application data is
complete and meets Credit Union lending policy standards and guidelines for the type
of loan requested. Reviews and analyzes weatherization loans from the local utility
companies
20% -- Complete all required pre-disclosure RESPA documents within regulatory time
frames as necessary throughout the transaction.
20% -- Obtain required documents and reports to process loan request and submit
application for approval.
10% -- Review approved real estate loans to ensure all conditions are met prior to
closing.
10% -- Prepare and assemble processing, underwriting and closing documents as
appropriate for delivery to title company and/or branch staff for closing of the
transaction.
10% -- Communicate and coordinate with borrower, branch staff, loan broker(s) and/or
title company to keep informed throughout the transaction.
5% -- Maintain and update mortgage reports as required and/or requested by
management.
5% -- Complete all assigned Bank Secrecy Act (BSA) Training annually and complete
other training as assigned specific to the position. Perform other job related duties as
assigned.

Performance Measurements:

C Submit completed loan application and supporting documentation to loan
underwriter in a timely manner for prompt decisioning.

C Ensure the accuracy of documentation meets compliance requirements with all
relevant real estate loan policies, procedures, rules and regulations.

C Accurately organize and complete member loan documents for delivery to title
company, real estate broker or branch staff for closing within the required time
frame to meet all regulatory commitments.



C Provide professional and accurate service to all members and associates by
responding to all messages and correspondence within a timely fashion.

C Troubleshoot and resolve member and internal inquiries in a timely and accurate
manner.

C Develop and maintain knowledge of all mortgage related products offered by the
Credit Union as well as the mortgage industry.

C Actively participate in Credit Union promotions and outside activities to promote
the Credit Union.

C Enjoy working in a team environment

Knowledge and Skills:

Experience: Three years to five years of similar or related experience.
Education: (1) A two-year college degree, or (2) completion of a specialized
certification or licensing, or (3) completion of specialized training courses conducted by
vendors, or (4) job-specific skills acquired through an apprenticeship program.
Interpersonal Skills: Motivating or influencing others is a material part of the job.
Outside contacts become important and fostering sound relationships with other entities
(companies and/or individuals) becomes necessary and often requires the ability to
influence and/or sell ideas or services to others. The role requires a significant level of
trust or diplomacy.

Other Skills:
C Demonstrated ability to communicate effectively.
C Knowledge and technical proficiency with Windows Operating Systems, Word

Processing, Internet and Mortgage Loan Origination software.
C Demonstrated ability to be well organized and have excellent attention to detail.
C Demonstrated ability to accept responsibility and communicate sensitive

information to all parties involved in the mortgage transaction.
C Current knowledge and understanding of secondary mortgage market

processing and underwriting requirements.
C Demonstrated ability to work well under pressure.

Pacific Cascade Federal Credit Union is an equal opportunity employer. This Job
Description is not a complete statement of all duties and responsibilities comprising the
position.

This Job Description is not a complete statement of all duties and responsibilities
comprising the position. PCFCU is an Equal Opportunity Employer.

Work Location:

Work primarily from one location.
Work Remotely = Not generally
Job Type: Full-time

Benefits:

C 401(k)
C 401(k) matching



C Dental insurance
C Employee assistance program
C Employee discount
C Flexible spending account
C Health insurance
C Life insurance
C Paid time off
C Parental leave
C Referral program
C Tuition reimbursement
C Vision insurance

Physical Setting: In Office
Schedule: 8 hour shift; Monday to Friday
This is NOT a remote position


