BRANCH MANAGER / LOAN OFFICER

DEPARTMENT:
REPORTS TO:
SUPERVISES:
LOCATION:

Consumer & Mortgage Banking

VP, Director of Consumer & Mortgage Banking

Teller Coordinator, Tellers

Central Market: Houghton (Ridgecrest Plaza & Econo Foods) and Chassell

CLASSIFICATION: Exempt

LAST REVISED:

2016

POSITION SUMMARY: Directs and oversees all activities and staff within the Central Market branches located in
Houghton and Chassell (three offices). Actively leads and participates in community-focused activities. Actively sources
and assists customers with mortgage and consumer lending needs.

PRIMARY RESPONSIBILITIES AND ACCOUNTABILITIES:

1. Leadership and Management:

a.

Coordinates the consumer banking, lending, and customer experience within the Central Market to
emphasize the appropriate level of sales and to maximize new and existing customer relationships.
Ensures proper procedures are established and consistently followed. Develops and tracks goals as
appropriate.

Fosters a positive team environment that motivates staff to appropriately sell the Bank’s products to meet
bank office goals and objectives. Works with the Teller Coordinator to coordinate teller functions,
schedule staff, and ensure procedures are administered and followed on a consistent basis. Uses the
Bank’s systems to monitor branch efficiency and productivity. Directs and coaches the branch staff to
ensure customer needs are met with a high level of customer satisfaction.

Positively coaches and develops employees, including performance development plans. Sets goals and
evaluates individual performance of direct reports. Works with direct reports to build culture
characterized by teamwork and high morale. Assures timely communication with team and regularly
communicates goals and results.

Assists branch staff as necessary: opens branch, closes branch (first in, last out), opens new accounts as a
back-up, assists with vault duties/cash deliveries and shipments if necessary.

2. The “Face of the Bank” in the Community

a.

Actively participates in community affairs to increase Bank’s visibility and to enhance new business
opportunities. Takes leadership role in local civic or service organizations (such as Kiwanis or Rotary).
Actively leads a School Bank at a local school, working with faculty and administrators to enhance financial
literacy. Works with Marketing and Human Resources to lead the Bank events committee, organizing
community events such as parades, fairs, festivals, and employee outings or events.

3. Consumer and Mortgage Lending:

a.

Interviews consumer and mortgage loan applicants, answers questions about the loan process, and
determines if providing a loan would be an acceptable risk. Obtains, compiles and analyzes financial,
credit, and employment information as necessary for loan decisions. Screens and accepts/denies
consumer and mortgage loan applications based on the financial institution’s policies and procedures.
Negotiates loan terms, such as costs, loan period, loan repayment methods, and collateral specifications,
and informs borrowers of loan commitments. Undertakes collection efforts and contacts borrowers.

4. Other duties as may be assigned.




ROLE QUALIFICATIONS:

Education

Bachelor’s degree in business, finance, or related field, or equivalent combination of education and experience.
Understanding of mortgage industry compliance requirements.

Ability to analyze real estate purchase agreements, title policies, appraisals, and determine income and credit
qualification.

NMLS Certification Required

Experience

3+ years of retail banking experience.
3+ years of consumer and mortgage lending experience
3+ years related management experience.

Other Skills and Abilities

Exceptional coaching and team leadership skills.

Strong communication skills, both written and verbal.

Ability to interact with customers and employees positively with tact, diplomacy and confidentiality
Resourceful, innovative and well organized.

Ability to assess problems and/or unusual situations and develop logical solutions.
Ability to create a positive, collaborative and motivating team environment.

Ability to develop and advance skills of staff.

Accurate with a strong attention to detail.

Ability to effectively and efficiently schedule staffing needs of three branch offices.
Strong sales and customer service focus.

Strong ethical focus.

Thorough knowledge/understanding of legal and regulatory matters and industry trends.

PERFORMANCE MEASURES:

Meets or exceeds annual goals as pre-established by the Director of Consumer & Mortgage Banking that are aligned
with the Bank’s strategic plan.

Compliance with regulatory requirements.

Retains key team members, minimizing unwanted turnover.

Meets all growth and profitability goals.

Effectiveness of communications and development of good working relationships with co-workers, subordinates and
customers.

Maintains educational and professional expertise through attendance at job-related seminars, conferences and
workshops and involvement in professional, civic and community groups in leadership positions.

WORKING CONDITIONS:

Work is performed largely within the Bank with limited chance for personal injury. Prolonged and frequent mental
and visual concentration required. Periodic stressful situations in response to multiple priorities within established
deadlines. Work hours are generally during normal business hours. Unscheduled evening and weekend work may be
needed to meet the needs of customers and employees.

Must be able to lift and move up to 20 pounds of office supplies and equipment. Some bending, turning, and twisting
required.

HOW TO APPLY: Submit cover letter and resume to: HR@snb-t.com




GENERAL NOTICE:

This position description describes the general nature and level of work performed by the employee assigned to this
position and should not be interpreted as all inclusive. It does not state or imply that these are the only duties and
responsibilities assigned to the position. The employee may be required to perform other job-related duties. All
requirements are subject to change and to possible modification to reasonably accommodate individuals with a disability.

This position description does not constitute an employment agreement between the Bank and employee and is subject
to change by the employer as the needs of the Bank and requirements of the position change.




