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	Function: Primary responsibilities include monitoring, managing and servicing a commercial business and housing loan portfolio; including construction and development loans while maximizing value on performing and non-performing or sub-performing commercial mortgage loans. 

	Education and/or Experience: Technical skills required include proficiency with Excel, Word and solid computer literacy. Bachelors Degree required with a concentration in business, finance or accounting. A minimum of 3 years experience in Asset Management preferred.

	Core Competencies:
1. Understand and have the capacity to practice basic office etiquette; i.e. conducting oneself respectfully and courteously in the workplace. 
2. Be self motivating and exhibit positive time management skills.
3. Have a personality suited to the position.
4. Exhibit an attitude conducive to positive relationships with staff, clients and all individuals/businesses communicating with the corporation.
5. Present a positive self image; e.g. professional presentation, acceptable hygiene and positive personality.
6. Have verbal and writing skills commensurate with the position.
7. Ability to work under supervision including receiving and understanding task requests and being able to carry them out independently. 
8. Willing and able to ask questions regarding clarification, explanation, or revision of tasking.

	Position Competencies: 
1. Training and/or experience in the oversight of employees/departments/procedures to ensure the implementation of specific task requirements.
2. Experience in general supervision of professional and administrative employees.
3. Ability to direct/administer the implementation of goals using resources and people.
4. Ability to, organize, promote and maintain processes and systems that make optimum use of resources required to enable successful execution of plans, goals and objectives.

	Job Competencies: 
1. Knowledge and experience in the economics of community development, early childhood and human service programs, finance, financial packaging, real estate development, underwriting or related fields.
2. An understanding of accounting principles. 
3. Knowledge in collections and a thorough understanding of laws that apply to the collections procedure. 
4. Ability to manage multiple tasks, function independently and have a proactive mindset.
5. Attentiveness to detail, problem-solving and analytical abilities and the capability to interpret financial data.
6. Experience handling commercial loan/asset portfolios is a plus. 
7. Ability to prepare financial models and asset plans. 
8. Knowledge of techniques in interviewing and negotiations.
9. Familiarity with real estate and business law pertaining to housing and commercial property. 


	Duties:
1. Manage the administrative and servicing aspect of a loan from the time the proceeds are dispersed until the loan is paid off. 
2. The job requires frequent contact with borrowers, borrower officers and shareholders, attorneys, accountants, property management companies, real estate developers, loan acquisition groups, consultants, brokers, appraisers, bankruptcy trustees, state court receivers and others on a wide range of real estate, legal and loan-related issues. 
3. Responsible for all loan servicing including but not limited to sending monthly payment statements and collecting monthly payments, maintaining records of payments and balances, collecting, paying taxes and insurance (and managing escrow and impound funds), and following up on delinquencies and defaults.
4. The preparation of reports and analysis for research to; 
a. actively risk rate loans and the loan portfolio,
b. proactively identifying potential loan delinquencies,
c. development and implement an action plan that will meet mission goal and reduce revenue losses. 
5. Perform additional tasks as assigned.
6. Serve as a member of the Fiscal Team, and other Ad Hoc work groups as necessary

	The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified.



