

Rural Community Assistance Corporation

Job Description


Assistant Loan Production and Credit Manager 
Classification:  Grade G
Department: Lending & Housing


Status:  Exempt

Supervisor: Loan Production and Credit Manager 

Organization
Founded in 1978, RCAC is a 501(c)(3) non-profit that provides training, technical and financial resources and advocacy so low-income rural communities can achieve their goals. For more than 35 years, our dedicated staff and active board, coupled with our key values: leadership, collaboration, commitment, quality and integrity, have helped effect positive change in rural communities across the West. 

Lending & Housing
RCAC is a certified Community Development Financial Institution (CDFI) and offers loans to develop affordable housing, environmental infrastructure and community facilities in rural communities. The Assistant Loan Production and Credit Manager supports RCAC’s Loan Fund Department in its mission to act as an intermediary to provide suitable and innovative solutions to the financing needs of rural communities and disadvantaged populations.  

Position Description:  
The Assistant Loan Production and Credit Manager (Credit Officer) will assist with the loan production and underwriting process for RCAC.  The credit officer will promote the excellence of RCAC and its Loan Fund to investors and borrowers within the rural development community. Major responsibilities include, but are not limited to: assisting the credit manager with all aspects of loan underwriting and loan program oversight, including, program development, risk analysis, credit review, loan policy conformity, loan committee and board of director presentations and interface, outreach, training, and participation as a team member. This position will also entail underwriting of various types of loans on an as-assigned basis. The position will work under the direct supervision of the credit manager and will be assigned various credit manager responsibilities upon adequate training and demonstrated ability. 
Specific job goals, objectives and tasks are established for each employee as part of the annual evaluation and work plan process. Responsibilities include but are not limited to:
· Assist with supervision of staff as assigned – train, mentor, support and guide loan officers; oversee work production; assist staff to set meaningful goals, objectives and development and work plans; explain program and individual responsibilities for functions and phases of a program; control quality of programs and services through adequate supervision and training, give feedback, apply rules and standards fairly, assist with conducting routine and annual staff evaluations. Staff may be located throughout RCAC’s service area. Frequent communications and site visits, as needed.   

· Loan underwriting – market and represent RCAC and RCAC’s loan fund; analyze applicants’ needs and work with prospective borrowers/loan officers in structuring their projects; act in the absence of the credit manager for the Loan Fund; review underwriting of loan applications and related credit memorandum reports; negotiate loan terms and requirements through loan officers; assist in the presentation of proposed loans to loan committee for approval; work with loan officers in the development of loan commitments, closing documents and in closing escrows. Independently underwrite all types of RCAC loans on an as assigned basis.  
· Technical support/training – assist loan officers and others with technical assistance to be provided to borrowers; provide technical support to loan officers in the origination and servicing of new loan products. Train loan officers in understanding loan products and assist or present at various conferences, institutes, workshops, clinics or client agencies; analyze applicant need; assist in underwriting loan applications; negotiate loan terms and requirements with borrowers and provide guidance on loan servicing. 

· Program development – market and represent RCAC and the loan fund; provide information to development staff and lending & housing director to assist their efforts to raise lending capital; maintain contact with funding sources and share opportunities for new sources of capital.  
· Development of new financial products – identify financial needs of rural communities, develop and design financial programs to meet the needs identified, and develop underwriting criteria to test new financial programs; create, monitor and retire loan products to meet lending needs; obtain Loan Committee approval of product changes; coordinate with loan officers to strategically lend for the greatest impact. 

· Loan servicing – coordinate assistance to borrowers who are not performing per agreement; work with loan officers to monitor financed projects; conduct periodic site inspections; negotiate loan extensions and modifications; work with the lending & housing director, in negotiating loan workout plans; assist lending & housing assistant director in the closing or servicing of loans. Assist with management of real estate owned by RCAC and real estate acquired through foreclosure.

· Research, analysis and publications – conduct continuous cost/benefit analysis of related activities; remain current on applicable government regulations and policies; comment on the impact of proposed regulations and policies; analyze rural development issues and needs; develop policy and technical papers, articles, manuals and other publications for RCAC.

· Administrative – assemble and lead project teams; coordinate and update revisions to Loan Fund policies; prepare written reports and documentation of activities; suggest improvements to loan administration and the LAPS system; respond to inquiries as needed.

· Outreach and networks – form, coordinate and participate in rural development networks and associations; establish and maintain relationships with other CDFI’s, funding agencies and financial institutions; market RCAC programs.

· Teamwork – participate on the loan fund team; participate on other teams as interested and directed; participate in departmental and organizational strategic planning; help identify and establish goals and priorities for delivery of services; act as an advocate for the delivery of RCAC financial services.

Minimum Qualifications
Knowledge of:
Real estate development and finance, law, lending practices and procedures and the escrow process

Affordable housing, Community Facility, Environmental Infrastructure and Business loan products (must have strong background in at least one of these loan product areas) 
Loan origination and foreclosure process

Co-ops and co-op structure

Nonprofit, organization, tribal and local agency and rural community dynamics

Communication, facilitation, mediation and meeting management skills

Program development 
Project management
Principles of adult learning
Ability to: 
Demonstrate proficient verbal and written skills, English language, grammar, spelling and punctuation
Use a personal computer at high-level of proficiency using Microsoft Office Suite 
Use spreadsheet, database and presentation software
Thoroughly proofread and edit Credit Memos and other documents and provide review comments to Loan Officers in a timely and constructive manner.   
Bring individuals and groups together to accomplish common goals

Build high morale and spirit among staff

Demonstrate appropriate leadership styles in varying circumstances

Show leadership by example

Demonstrate a high level of customer service skills

Work with minimum supervision and handle multiple priorities simultaneously

Follow detailed instructions

Use initiative to approach troubleshooting and problem-solving alternatives

Organize and prioritize work to meet established timelines

Effectively listen and communicate both verbally and in writing

Work with financial spreadsheets and perform financial feasibility analysis

Identify and access resources 

Plan and manage contract and loan performance

Work independently and as a member of a team to analyze and solve problems

Facilitate meetings

Write and present material

Develop and conduct training
Write occasional articles for RCAC publications

Willingness to travel

Education and Experience

Education:

Bachelor’s degree required

Experience:

Five (5) years minimum of applicable experience in the community development financial field. Must have successfully underwritten multiple loans of one or more of the loan programs that RCAC administers (a minimum of three redacted Credit Memos [various types of loans, if possible] will need to be provided).     

Physical/Mental Job Requirements:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   

Work performed in an office requires ability to operate computers and various pieces of office equipment, including telephone. Use may be moderate (average 2 hours per day) to heavy (4 or more hours per day)

While performing the duties of this position, the employee is frequently required to stand and/or sit for prolonged periods of time; walk; talk; hear; use hand to finger; handle; feel or operate objects, tools or controls; and reach with hands and arms.  The employee is occasionally required to climb or balance; stoop, kneel, crouch or crawl.

The employee may occasionally lift and or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.

This position also requires moderate (up to 2 days per month) to heavy (up to 10 days per month) automobile and airline travel, including overnight travel. 

Special Requirements:
Possession of a valid driver’s license and proof of insurance that meets the minimum requirements ($100,000/$300,000) of RCAC corporate liability policy will be required when traveling for business purposes.

Location:  West Sacramento Corporate Office is the preferred location. Other locations may be considered on a case by case basis.   
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