




SUPERVISOR RESPONSIBILITY 

The Mortgage Specialist is not responsible for the supervision of any employee(s). 

ENVIRONMENT, PHYSICAL & MENTAL DEMANDS 

The environment for this position is primarily a non-confined office-type setting in which employees are free 
to move about at will. This environment may include some minor annoyances, such as noise, odors, drafts, 
temperatures, etc. 

Physical demands include writing, typing, speaking, listening, lifting (up to 25 pounds), driving, carrying, 
seeing (such as close, color and peripheral vision, depth perception, and adjusted focus), sitting, walking, 
standing, squatting, kneeling, and reaching. 

Mental demands include analytical reasoning, reading and understanding documents or instruments, 
performing detailed work, following directions, problem solving, providing effective customer or employee 
communication, performing accurate math calculations, understanding language, engaging in effective verbal 
and written communication, enduring stress, conducting multiple concurrent tasks, and withstanding constant 
interruptions. 

Physical and mental demands also include correct usage of the following equipment: telephones, cellular 
phones, copy and fax machines, adding machines or calculators, encoders, money counters, credit card 
terminals, postage machines, cash recyclers, vaults, computers, and related printers. 

Work environment characteristics, physical demands, and mental demands are representative of those an 
employee encounters while performing the essential functions of this job and represent the knowledge, skill, 
and/or ability required to perform the job in a satisfactory manner. Individual abilities may result in some 
deviation from these guidelines. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions of the job. 

QUALIFICATIONS 

These qualifications are general guidelines normally considered essential to the satisfactory performance of 
this position. The specifications listed below are representative of the knowledge, skill, and/or ability required 
to perform the position in a satisfactory manner. Individual abilities may result in some deviations from these 
qualifications. 

• Bachelor's degree in Business, Finance, or a related field preferred.

• Minimum of 2 years of experience in mortgage lending, loan processing, or a related field within a financial 
institution or mortgage company.

• Familiarity with mortgage loan products, underwriting guidelines, and the loan application process.

• Ongoing education to maintain knowledge of industry regulations (TRIO, RESPA, TILA, etc.).

• Strong understanding of mortgage products, underwriting guidelines, and compliance regulations.

• Excellent communication skills, both verbal and written, with the ability to explain complex mortgage 

concepts to customers in clear, understandable terms.
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• Strong attention to detail and ability to review documents for accuracy and completeness.

• Ability to manage multiple tasks and meet deadlines in a fast-paced environment.

• Proficiency in Microsoft Office Suite (Excel, Word, Teams, PowerPoint) and mortgage loan software systems.

• Customer-focused with a commitment to delivering excellent service.

• Strong problem-solving skills and the ability to handle difficult situations with professionalism.

• Organized and efficient, with the ability to manage a high volume of loan applications and documentation.

• High level of integrity and professionalism, especially when handling sensitive financial information.

• Ability to work independently and as part of a team in a dynamic work environment.

• Ability to work overtime to assist customers, support team members, or meet deadlines.

Management reserves the right to change this position description at 

any time according to business needs. 

# 
OaKStar 

BANK 
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