SBA LOAN PORTFOLIO MANAGEMENT 
(LOAN PACKAGING, PROCESSING, CLOSING/FUNDING SERVICING, AUDITING, LIQUIDATING, & REPORTING)
(THE SMALL BUSINESS LENDING BRANCH)
(Economic Development, Government Participation, & Small Business Lending)
INTRODUCTION:
The incumbent serves as SBA Loan Portfolio Management  in this Small Business Lending Profit Center of the Bank with responsibility for handling a variety of recurring types of loans; e.g., commercial, industrial, real estate, agricultural, etc.  A number of these cases may be of a difficult nature and/or be sensitive and/or involve confidential or controversial issues.
MAJOR DUTIES & RESPONSIBILITIES:
The incumbent performs a wide range of duties involving loan administration/servicing, loan file auditing, loan sales/participations, loan liquidation; and, assists in loan packaging, processing, analysis, closing, funding, and related reporting.   The incumbent deals with all types of commercial loan applications; e.g., from proprietorships, partnerships, limited liability companies, and corporations, etc.; and, when appropriate, assists in developing a basis upon which recommendations can be made for approval or decline of loan applications and loan modification and/or other loan servicing and/or liquidation requests.  
The incumbent audits new and existing loan files and assures complete loan file(s)/package(s) and analyzes the files(s) and accompanying financial information, including an in-depth review of balance sheet(s) and income & expense statement(s), and other  pertinent  information  in  assessing  credit  worthiness;  conducts  investigation(s)  essential  to assessing the continued reasonable assurance of orderly repayment and determining the merits of approving or declining  the  loan  application(s)  and/or  loan  servicing/liquidation  request(s);  utilizes  computer spreadsheet(s) and other software for evaluation; conducts/reviews collateral identification(s) and/or evaluation(s); analyzes appraisal(s) of collateral and/or potential collateral; develops comprehensive report(s) of loan investigation(s) and analysis which includes summaries of applicant’s past and prospective earnings, credit history/rating/score, collateral, positive and negative credit factors, and other findings bearing on the loan in order to determine loan servicing status and/or to reach a recommendation for approval or declination of loan servicing/liquidation request(s)/action(s).
The incumbent performs other loan servicing/administration duties; provides for various periodic and continuing reporting requirements; provides for the ordering of credit history reports, collateral appraisals, real estate surveys, environmental site assessment reports, title commitments, UCC lien searches, etc., as needed; audits loan file(s) for appropriate documentation/completeness; insures loan file(s) continue to contain the required current information and documentation; reviews periodic customer financial information on an on-going basis to determine and report on any un-remedied adverse change(s) and/or trends; performs appropriate action(s) required relative to collection of past due loan(s), performs appropriate action(s) relative to necessary loan modification(s); performs appropriate action(s) relative to the liquidation of defaulted loan(s); performs appropriate action(s) relative to notification to and communication with government participation partner(s) and/or other loan guarantor(s); performs appropriate action(s) relative to various periodic government participation partner audits; performs appropriate action(s) relative to obtaining payment from loan guarantor(s), including government participation partner guarantor(s) and/or subordinated lien-holder(s), regarding defaulted loan(s); performs and/or provides for appropriate actions relative to coordinating duties/responsibilities of/with Loan Assistants; etc.  The incumbent assists as needed in the procedures involved with the sale and/or participation of loan(s)/note(s). The incumbent performs other duties as assigned.
KNOWLEDGE, SKILLS, & ABILITIES REQUIRED:
The incumbent must possess the following:
Knowledge  of  a  wide  range  of  financial  management  principles  and  practices  sufficient  to analyze integrated financial statements from proprietorships, partnerships, LLCs, corporations, etc. determining their ability to operate profitable small business enterprises and orderly repay loans.
Knowledge of and/or the demonstrated ability to learn standard procedures in loan origination, underwriting, processing, closing, funding, administration/servicing, liquidation, and reporting;  requiring ability to perform and provide for such work as preparations of modification of loan terms and conditions, lien filing requirements, transfers in title of assets, and the liquidation and disposal process.
Knowledge of and/or the demonstrated ability to learn the duties, priorities, commitments, policies, and goals of the Branch/Department of the Bank sufficient to perform difficult and/or complex assignments.
Ability to organize and verify financial data in order to generate manual or automated reports as necessary. These may be special one-time or recurring reports. Complex computations may be involved.
Knowledge of and/or the demonstrated ability to learn/understand financial statements, credit instruments, collateral documents, how to determine equipment values, real estate principles, business/commercial law, the uniform commercial code, bankruptcy laws, and business, industrial, and commercial lending terminology.

Knowledge of and/or the demonstrated ability to learn, understand, and implement detailed SBA rules, regulations, and standard operating procedures together with required documentation for applications, closing, funding, servicing, and liquidation of loans offered through government participation lending programs.
Skill  in  oral  and  written  communication;  e.g.,  response  to  verbal  and  written  inquiries, developing and preparing reports, etc.

Ability to use calculators, typewriters, word processors, computers, and other state-of-the-art technology to complete forms, reports, correspondence, etc. which are generated by job activity.
Ability to deal with all types of banking and loan situations on the telephone and/or in person involving individuals who may not understand the Bank’s policies or who have complaints or grievances involving the Bank or its employees and/or officers.
Ability to function and communicate on the Internet.
Ability to get along with other individuals and other departments, divisions, and branches.
SUPERVISORY CONTROLS:
The Manager of the Department/Branch sets overall objectives and assignments.  The incumbent, in consultation with the manager develops general approaches for the work to be done.  The manager assigns appropriate tasks to the incumbent, which fully utilize the incumbent’s knowledge, skills, and abilities.  The incumbent is responsible for planning and carrying out assignments, resolving most, if not all, of the challenges, and coordinating the incumbent’s work and/or assistance with that of others as necessary. In coordination with the manager, the incumbent determines priorities, approaches to be taken, related timelines, and methods to be used.  The incumbent keeps the manager informed of any potentially controversial and/or sensitive matters or matters which may require coordination with other divisions, branches, and/or departments within the Bank and/or outside entities.
GUIDELINES:
Guidelines are written and oral.  Written guidelines include the Bank’s Loan Policy and Human Resources Policy, other Bank Policies, applicable laws, regulations, governmental standard operating procedures, work samples, special written instructions, appropriate notices, and rules-of-thumb established by the Bank.  These guidelines may not always be completely applicable to the work or may have gaps in specificity.  The incumbent must often interpret and select the appropriate guidelines, requiring the incumbent to use considerable judgment.   Deviations from official policies and/or procedures are referred to the department/branch/division manager for instructions.
COMPLEXITY:
This position requires performance of several related duties pertaining to loan origination, loan closing, loan funding, loan servicing/administration, loan liquidation, and related reporting such as foreclosures, care and preservation of collateral, and the sale of real and personal property either by auction or negotiation.  The incumbent must identify and understand the interrelationships between the various procedures and controls, and between the various divisions, branches, and/or departments of the Bank.
PERSONAL CONTACTS:
The prospects for contacts are practically unlimited.  Primarily, contacts are with Bank employees and officers at all levels; members of the general public who may be at various levels of intelligence, attitudes, and capabilities; professional and technical individuals; members of professional groups; and, public officials.  This requires a variety of approaches and flexibility on the part of the incumbent.  The incumbent’s duties and responsibilities require dealing with a wide range of individuals whose understanding of the different types of commercial loans varies, or who may have difficulty in presenting their needs or conveying their challenges/problems.   Thus the incumbent must be highly skilled in oral and written communication and have above average interpersonal skills in order to extract needed information and to ensure effective and appropriate response(s) in a timely manner.
PHYSICAL DEMANDS:
Work is ordinarily performed while sitting.  Occasional periods of standing, walking, bending, or carrying light objects are necessary.  Work may require travel by and/or operation of an automobile.  A valid driver’s license and liability insurance is required.
WORK ENVIRONMENT:
Work area is generally in an office setting that is adequately lighted and ventilated.  Travel may involve visits to banks, bank branches, and various types of businesses.  Businesses may include building sites and sites which are not temperature controlled, which are dusty, noisy, or otherwise do not provide typical office comforts.
