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Documentation Specialist  1 
 
Reports to: Documentation Supervisor Department: Loan Documentation 
Classification: Exempt    Division: Credit Administration 
     

 
 
Primary Position Objective: 
Prepare documentation for all commercial business loans.  Review loan documentation and credit 
requests for completeness and accuracy, minimizing credit and business risks through awareness of 
procedure, accurate reporting, and compliance with policy.  Input loans onto the company’s database, 
disburse loan proceeds, and maintain copies and files of executed documents.  Audit loan files ensuring 
compliance with established policies and procedures. 
 
Essential Functions: 
Prepare complete loan documentation packages, while applying knowledge of lending concepts, 
techniques, and principles.   Maintain accurate records of loan accounts.  Provide operational 
assistance/support to loan officers, management and credit unions.  Work is subject to periodic audits 
and is reviewed consistently by Documentation Supervisor for overall standards of performance.  
Support the overall philosophy and projections of the company while exceeding external and internal 
customer expectations. 
 
Essential Duties and Responsibilities: 

1. Customer Services – Provide exemplary service to all customers 
a. Provide administrative/operational/technical assistance to customers, management, 

and co-workers 
b. Exhibit and maintain a high level of professionalism, teamwork, dedication and loyalty. 

2. Create and Maintain Loan Records 
a. Review closing loan package to ensure accuracy and adherence to established policies 

and procedures.  Verify documents, coding structure, fees/costs are properly executed, 
correct, and accounted for. 

b. Establish new portfolio, line and/or note numbers as needed.  Confirm loan proceeds 
and confirm payment of  all indicated within the closing package.  Image and copy 
documents as needed.  File original promissory notes in secure storage.  Mail collateral 
documents and/or correspondence to Title Companies, County Register of Deeds Office, 
etc. 

c. Audit loan files to ensure compliance with established Loan Policy/accounting 
procedures and to confirm all exceptions, if any, have either been properly cleared or 
identified for future follow-up. 

3. Complete Commercial Loan Documentation 
a. Verify loan approval, eligibility of business entity, and documentation required from 

lender to complete loan documents. 
b. Notify loan officer(s) of exceptions and/or subject to’s to be cleared prior to closing. 
c.   Prepare loan documentation. 

4. Review/Process Daily Work and Reports 
a. Review/update collateral exception report to identify all collateral exceptions that do 

not meet the Company’s established guidelines, which need to be cleared on a priority 
basis.  This is usually accomplished by contacting the customer, Title Company, Credit 
Union, County, State or Loan Officer via tickler, telephone, e-mail or letter.  Report all 
situations that do not support the established guidelines to Management. 
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b. Review/update hazard insurance expirations and cancellations on our loan database and 
our exception report as well.  This is usually accomplished by contacting the customer, 
insurance agent or Loan Officer via tickler, telephone, e-mail, or letter.  Reporting all 
situations that do not support the established guidelines to Management. 

c. Review daily and month-end loan reports.  Verify data for periodic financial, 
administrative and managerial reports.  In reviewing these reports, it is important to 
identify errors, omissions, non-posts, exceptions and items needing further follow-up 
and/or management intervention.   

d. Prepare and process paid-in-full forms and subsequently prepare discharges, letters, 
memos, faxes to complete the requirement based on established guidelines and/or 
Loan Officer’s request.  Retrieve original Promissory Note, stamp it paid, and return to 
customer under cover letter if necessary.  Record paid in full information on paid log for 
proper archiving and retention of paid files. 

5. Functions Not Elsewhere Classified 
a. Make corrections to loans, system, files and procedures as needed. 
b. Provide copies and/or documentation to support loan documentation, payoff 

information, payments, advances and any other transaction with regards to the 
department process in general. 

c. Other duties/projects as assigned by management or dictated by operational issues. 
 
Minimum Requirements: 
Knowledge of lending concepts, techniques, and principles, with ability to apply knowledge.  Skill in 
analyzing and interpreting loan data.  Basic computer skills required with minimum five years experience 
in working with large amounts of loan data, complex and basic.  Good verbal and written 
communication skills required.  A minimum of one year banking experience, preferably in loan 
documentation or loan operations.  Experience in accounting or credit is also preferred. 
 
Physically, the individual will be spending most of their work day sitting at a desk with rare instances of 
bending, stooping, carrying and/or lifting objects weighing less than 15 pounds.   
Mentally the individual needs the ability to understand, remember, apply oral and/or written 
instructions or other information, communicate routine and factual information, and to collaborate and 
explore alternative solutions.  They should possess the ability to organize thoughts and ideas into 
understandable terminology and prioritize their own work schedule on a short-term basis.  It is 
necessary that they can apply common sense in performing their job and make decisions which have an 
impact on their work.  They need to be able to understand and follow basic instructions and guidelines, 
complete routine forms, use existing form letters and/or conduct routine oral communication, compose 
letters, outlines, memoranda, basic reports, and utilize a telephone with the ability to hear and speak 
effectively on the phone.  The individual further requires the ability to express or exchange ideas by 
means of the spoken word, make informal presentations, and compose materials such as reports.  
Mathematically the individual needs the ability to add, subtract, multiply, divide and to record, balance, 
and check results for accuracy as well as compute, analyze, and interpret numerical data for reporting 
purposes.    


