
Job Title Lending Operations Supervisor
Short Description Jax Federal Credit Union is seeking a Lending Operations

Supervisor to oversee, and control the day-to-day operations of
Lending Operations to include consumer loan posting, funding, title
work, quality assurance, insurance and research. He/she will be
responsible for handling complex consumer and Indirect Lending
Operations tasks. Acts as Subject Matter Expert for Lending
Operations Department team members, policies and procedures.
The Supervisor has delegated authority for staffing and scheduling,
hiring, corrective actions, separation of employment
recommendations, coaching, and preparation/delivery of
performance evaluations. Ensures departmental timekeeping is
accurate and in compliance with the Federal Wage and Hour
guidelines.

Full Description Jax Federal Credit Union is seeking a Lending Operations
Supervisor to oversee, and control the day-to-day operations of
Lending Operations to include consumer loan posting, funding, title
work, quality assurance, insurance and research. He/she will be
responsible for handling complex consumer and Indirect Lending
Operations tasks. Acts as Subject Matter Expert for Lending
Operations Department team members, policies and procedures.
The Supervisor has delegated authority for staffing and scheduling,
hiring, corrective actions, separation of employment
recommendations, coaching, and preparation/delivery of
performance evaluations. Ensures departmental timekeeping is
accurate and in compliance with the Federal Wage and Hour
guidelines. 

Location: Park Street Building, 562 Park Street, Jacksonville, FL
32204

Status: FT Exempt

Major Duties and Responsibilities:

1. SUPERVISOR/SUBJECT MATTER EXPERT: Works closely with
the Lending Operations Representative and Specialist I to ensure
the daily, weekly, and monthly production levels are met or
exceeded. Provides problem resolution recommendations for the
Lending Operations Specialist I as lending matters arise needing
attention and resolution. As the Supervisor, opportunities to provide
on-the-job training, coaching for enhanced job knowledge and job
shadowing for the Lending Operations team will be expected.
Primary liaison between Lending Operations and Department
Director. 

2. RISK MANAGEMENT/COMPLIANCE/ACCURACY: Ensure



processes within the Lending Operations Department are in
keeping with policy, procedure, regulations and sound business
practice. Ensure the paper and database records are accurate.
Identify any trends or concerns that could point to fraudulent activity
immediately. Maintain tight controls over indirect lending activities.
Exercise extremely good judgment in processing indirect loan
requests. Ensure collateral liens are processed correctly and
expeditiously. Receive “clean” audits and exams. Comply with all
applicable regulations such as the Bank Secrecy Act and Customer
Identification Program requirements. 

3. LENDING OPERATIONS: Oversees, performs, and tracks daily
processing duties assigned to the department. Provides data for
executive reports on a monthly basis. Ensures that documentation
related to the scope of role and job duties are kept current and up-to-
date. Provides cross-training and targeted education to new and
existing associates in the Credit Union on the functions within the
Department. Ensures that the Lending Ops. Team delivers superior
member service by responding to internal and external member
inquiries in a prompt, friendly, and educated manner. Provides
feedback and observations to Department Director on associates’
performance. 

4. INDIRECT SERVICING OVERSIGHT/ REPORTING: Plans,
organizes and manages the daily duties for the indirect department.
Provides data and metrics for executive reports on a monthly and as
needed basis. 

Knowledge & Skills

Experience:

Two years to five years of similar or related experience.

Education/Certifications/Licenses:

(1) A two year college degree or (2) Completion of a specialized
course of study at a business or trade school or (3) Completion of a
specialized and extensive in-house training or apprenticeship
program.

Interpersonal Skills:



A significant level of trust and diplomacy is required, in addition to
normal courtesy and tact. Work involves extensive personal contact
with others and/or is usually of a personal or sensitive nature. Work
may involve motivating or influencing others. Outside contacts
become important and fostering sound relationships with other
entities (companies and/or individuals) becomes necessary.

Other Skills:

Use of sound judgment, decision making, and employing solid
research/ problem resolution techniques. Strong organizational
abilities and attention to detail.

Extremely resourceful and proficient in navigating to sources and
searching web sites. Effectively navigates dealer websites and
credit union specific sites (JAXWEB, FDI, State National, etc…)

Must gain and maintain a strong knowledge of the Symitar loan
system. Understand field inputs and loan posting and loan funding
processes thoroughly.

Must posses intermediate to advanced level MS Excel skills to
include pivot tables and formulas. Demonstrated ability to prepare
written communications to include: emails, memos, business letters,
and related correspondence to external/internal parties.

Must have the math skills and aptitude to include income
calculations, loan amortizations, and calculating ratios.

Able to read and understand a consumer credit report and provide
critical feedback to Indirect Loan Underwriter.

ADA Requirements

Physical Requirements:

Perform primarily sedentary work with limited physical exertion and
occasional lifting of up to 30 lbs. Must be capable of climbing /
descending stairs in emergency situation. Must be able to operate
routine office equipment including telephone, copier, facsimile, and
calculator. Must be able to routinely perform work on computer for an
average of 6-8 hours per day, when necessary. Must be able to
work extended hours whenever required or requested by
management. Must be capable of regular, reliable and timely
attendance. While performing the duties of this job, the employee is
regularly required to stand; walk; use hands and arms; and talk or
hear. The employee frequently is required to sit. Specific vision
abilities required by this job include ability to adjust focus.



Working Conditions:

Must be able to routinely perform work indoors in climate-controlled
shared work area with minimal noise.

Mental and/or Emotional Requirements:

Must be able to perform job functions independently or with limited
supervision and work effectively either on own or as part of a team.
Must be able to read and carry out various written instructions and
follow oral instructions. Must be able to speak clearly and deliver
information in a logical and understandable sequence. Must be
capable of dealing calmly and professionally with numerous different
personalities from diverse cultures at various levels within and
outside of the organization and demonstrate highest levels of
customer service and discretion when dealing with the public. Must
be able to perform responsibilities with composure under the stress
of deadlines / requirements for extreme accuracy and quality and/or
fast pace. Must be able to effectively handle multiple, simultaneous,
and changing priorities. Must be capable of exercising highest level
of discretion on both internal and external confidential matters. Must
be able to calculate figures and amounts such as discounts, interest,
commissions, proportions, percentages, area circumference and
volume. Ability to apply concepts of basic algebra and geometry.

Acknowledgement

Nothing in this position description restricts management’s right to
assign or reassign duties and responsibilities to this job at any time.

Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions. This job
description is not a contract and should not be construed as a
guarantee of employment for any specific period of time.

We are an Equal Opportunity Employer and do not discriminate
against employees or applicants based on race, color, religion,
sex/gender, national origin, disability, age, or any other category
protected by law.

Education (1) A two year college degree or (2) Completion of a specialized
course of study at a business or trade school or (3) Completion of a
specialized and extensive in-house training or apprenticeship
program.

Additional Comments To apply online, please visit:
https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruit
ment.html?cid=9a07bc15-a98c-4ef1-901a-
8cb49f5ad6b8&ccId=19000101_000001&jobId=345619&source=C
C2&lang=en_US

Credit Union Jax Federal Credit Union
State Florida

https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=9a07bc15-a98c-4ef1-901a-8cb49f5ad6b8


Contact Name Aimee Haga
Email ahaga@jaxfcu.org
Phone 904-475-8023
Fax 904-350-9356
Expiration Date 01/31/2021


