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WAKOTA

Federal Credit Union




Job Title: Sr. Financial Service Officer (FSO)





Status: Non-Exempt
Reports to: Vice President
Purpose:
The Sr. FSO is responsible for assisting the members and indirect dealers with their financial needs via the phone, walk in, and mail correspondence.  Responsible for interviewing, processing, underwriting, closing, disbursing and assisting applicants for all products and services including opening memberships, debit card approvals, consumer loans, and all real estate products.  Knowledgeable to cross-sell all credit union products and services independently to meet or exceed predetermined cross serve goals determined by overall credit union goals.  
Responsible for ensuring the financial stability and the member experience commensurate with the best interest of the members, the employees, and the credit union. Responsible for adhering to operational guidance for lending, new accounts, collections, sales and service-related activities of the credit union in accordance with the direction of Sr. Management and the Board of Directors, and consistent with regulatory requirements of the credit union. 

Duties and Responsibilities:

1. Assists members and staff with the credit union’s lending and savings products as well as answering general questions in a professional and timely manner.
2. Obtain complete loan applications by phone, in person, indirect deals or online banking.  Interviews and gathers information by obtaining credit bureaus, payoff information, collection information, income verification, title work, appraisals, verifications and any other information needed to make sound credit decisions and a complete closing package. 
3. Reviews application and credit bureaus to identify the member’s financial needs and offers appropriate 

credit union products and services while protecting the credit union assets.   

4. Responsible for following underwriting guidelines as outlined in the credit union’s Lending Standards policy.  

5. Responsible for reviewing real estate appraisals to ensure all criteria is met for use on the secondary market.  Reviews title work and clear up any title issues prior to closing.
6. Ensures proper liens are placed on loans with collateral and obtains proof of insurance listing WFCU as loss Payee.  Reviews and monitors insurance for proper coverage of collateral to ensure our asset is protected. Follows up on missing or incomplete information.
7. Responsible for following procedures and policies to assist with new accounts and be aware of all policies related to Wakota FCU.

8. Responsible for member deposit and loan inquiries and advises the member of credit union products that will help meet the members’ needs.  Follows up with members to assure needs were met. Via a personal thank you, note or phone call. 

9. Conducts credit counseling services for members that appear to need financial assistance.  Recommend partners as needed.  
10. Cross-train other staff members on lending and credit union products.
11. Keep informed on changing regulations and compliance issues regarding savings and lending.  Financial Service Officers are required to obtain continuing education in lending and technology to maintain this position as well as participate in outside community activities relating to the credit union and credit union products and the community in general.

12. Reviews and audits other Lenders closed loans to ensure accuracy and compliance is maintained.  Includes Consumer & Home Equity files for completeness & quality assurance.
13. Assist with audits and files auto and home-owners insurance.  Notify members of cancellations 
and obtain binders if needed. 
14. Maintain knowledge of competitor’s rates and terms and other trends related to lending. Ensure timely distribution and accuracy of loan rates to staff and dealers monthly.
15. Be knowledgeable in all regulatory requirements regarding direct and indirect lending programs. 
16. Participate in local community and credit union functions while presenting a positive image of WFCU.

17. Performs other duties as required by the Vice President and/or President/CEO.

Qualifications:

· Requires a good understanding of state and federal laws that impact credit union operations.  
· Has extensive experience and knowledge of lending. 

· Demonstrated strong organizational, communication and time management skills.  
· Requires experience working with a wide range of people.  
· Has working knowledge of credit union industry, philosophy, organizational structure, bylaws 

policies and procedures.

· Has general knowledge of the purpose and functions of electronic data processing in a 

financial institution.

· Has the ability to establish and maintain effective public relations.

· Bilingual English/Spanish preferred. 
· Strong computer skills required with extensive knowledge of PC applications and Microsoft Office products.

· Has at least five years of advanced lending experience in credit union, banking or consumer finance or at least two years with a university degree from an accredited university with major work in economics, finance, banking or accounting.  

· Additional qualifying experience credit may be considered in lieu of the required university education on a year for year basis.

· Will be bondable to work in a financial institution along with a positive background and social security check.
· Will demonstrate and maintain an outstanding lifetime credit history.

This position requires an outgoing personality and the ability to work with other team members as well as independently. Qualified candidates must be comfortable talking with members about the products and services we offer and show proven sales skills. Problem-solving and good organizational skills, ability to multitask, and a positive attitude are also needed.
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