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Position Title:	Loan Processor			 	Reports to:	Loan Operations Manager
Department:	Loan Operations 			Date:		January 2026
Summary:
As a Loan Processor, you’ll help keep the lending process running smoothly by preparing loan packages, reviewing documents, and supporting lenders with the details that make every loan accurate and efficient. This role is a great fit for someone who enjoys staying organized, working with people, and keeping things moving in a fast‑paced, team‑driven environment. 
Why This Role Matters:
Your work ensures that loans close on time, documents are correct, and customers get dependable, clear service throughout the process. You’ll support our lenders, maintain strong compliance standards, and help create a seamless experience for everyone involved. It’s an important role with plenty of opportunities to grow your lending knowledge and make an impact.
Qualifications: 
· 1–2 years of business or banking experience (loan processing helpful) with strong attention to detail and comfort working with loan documentation and basic compliance requirements.
· Confident using Excel, Word, and general computer systems, with clear and professional written and verbal communication.
· Friendly, customer‑focused approach and the ability to stay organized while managing multiple tasks.
What You’ll Do: 
· Loan Documentation & Processing: Prepare accurate loan packages for new and renewal loans, working closely with lenders, assistants, attorneys, and title companies to gather the information needed. You’ll review collateral documents for accuracy and compliance and enter loan details into the core system, including handling proceeds, fees, checks, and GL tickets.
· Compliance & Accuracy: Ensure loan files meet regulatory and audit standards by reviewing HMDA sheets and supporting documentation and maintaining accurate HMDA data. Your attention to detail helps keep our records clean, consistent, and compliant.
· Loan Servicing & Support: Process payments, advances, maintenance requests, and loan modifications, along with preparing coupon books and Home Equity checks as needed. You’ll also support customers and coworkers with loan‑related questions, research, payoffs, and collateral releases—and help the team stay on track during busy periods or staff absences.
(This list isn’t exhaustive; it’s intended to provide an overview of the core responsibilities and typical tasks for this role. Additional duties may be assigned as needed.)
Our Commitment: 
At Peach State Bank & Trust, we value integrity, teamwork, and service. We’re committed to helping you succeed and grow in your career while serving our community with pride.

All personnel of Peach Sate Bank & Trust are committed to the Bank Secrecy Act/Anti-Money Laundering and OFAC policies and procedures to assist in detecting and preventing money laundering and other illegal activities from being conducted through our bank. Failure to comply with the Bank Secrecy Act/Anti- Money Laundering and OFAC policies and procedures may subject the employee to disciplinary action, up to and including discharge and possible criminal penalties. 

All personnel are familiar with the Bank’s core values and strive to display those in action and deed.
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