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Our growing company is hiring for a real estate. Please review the list of
responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for real estate

e Manages real estate databases (i.e., CoStar) and supports users to ensure
data integrity and to maximize functionality

» Responds to information requests from internal and external sources to
ensure consistent and accurate information is provided

e Develops and maintains periodic analysis and Departmental Reports

e Provide close assistance to the Real Estate Originator through all phases of
the real estate process

» Maintain a professional, courteous, service oriented relationship with all
parties involved in the process

 Take responsibility for complying with all applicable laws and regulations,
including but not limited to, the Bank Secrecy Act, the Patriot Act, and the
Office of Foreign Assets Control Bank policy underwriting standards

e Stay abreast of the loan programs, current rates, market conditions, agency
underwriting standards and regulatory compliance issues

e Order all documents as required by loan program guidelines

e Prepare loan closing documents

e Cross-sell all bank loan and deposit products

Qualifications for real estate

e BSin accounting, Master degree is a plus
e 5-10 years of experience within real estate



e Retain and develop customer relationships by providing a consistent quality
level of service and follow up that is timely, thorough and responsive to the
needs of all customers

¢ Negotiate "win-win” situations

e Contribute toward providing a quality-conscious environment for co-workers

and customers



