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[bookmark: example-of-mortgage-banking-job-description]Example of Mortgage Banking Job Description
Our innovative and growing company is looking to fill the role of mortgage banking. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-mortgage-banking]Responsibilities for mortgage banking
· Preparation & reprinting of release documents according to state & department guidelines
· Respond to customer correspondence and customer calls while providing outstanding "best in class" customer service through regular customer & employee contact
· Correct errors and/or reprint release after research is completed
· Audit Files for missing documentation
· Check with Record Center, Microfiche, County Recorder's office, Websites or ordering Title Search
· Other Chase functions or projects as required
· Communications and influencing skills - Candidate must possess excellent written and oral communications skills, to include the construction of compelling business cases
· Analysis - Candidate must be have a basic understanding of statistics, gathering data, and using various methods to both quantify problems conduct root cause analysis and select best solutions
· Independence – Candidate must be able to work independently and also show neutrality in evaluating root causes and solutions, working to make things better for our customers and shareholders
· Individually solves complex business problems and completes analysis with little oversight
[bookmark: qualifications-for-mortgage-banking]Qualifications for mortgage banking
· Ability to perform and resolve complex and strategic data analysis assignments
· Ability to quickly acquire functional and technical knowledge of the subject processes
· Must be capable of functioning in a fast-paced, demanding environment and be extremely detail-oriented and control-conscious
· At least two years collections experience preferred
· Thorough knowledge of all aspects of collections and/or due diligence
· Candidates for this role should have 3-5 years of relevant experience, minimum Bachelors degree in Finance, Accounting or Economics, expert knowledge of MS Excel, Essbase and SAP, working knowledge of Beeline and ePurchase, excellent written and verbal communication skills to effectively partner with a variety of associates at various levels across the organization, attention to detail with process focus and the ability to work independently and on teams to meet assigned deliverables
