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TITLE:  Loan Operations Specialist REPORTS TO:  Operations Officer 

FLSA STATUS:  Non-Exempt BRANCH/DEPT:  CORPORATE/Finance 

  

 

POSITION SUMMARY:  

The Loan Operations Specialist manages and maintains the bank’s core system with new or updated loan 
documentation, properly and accurate recorded. Responsible for reviewing the accuracy of what has been 
imputed into the bank’s systems by following procedures and policy. Supports bank personnel with various 
questions regarding updates to bank systems as well as payments or inquiries received from the customer.   
 

ESSENTIAL FUNCTIONS:  

1. On boards and maintains properly documented loan information and collateral in bank systems 

2. Assist loan personnel and customers with questions regarding customer billing, payments,     
disbursements and payoffs 

3. Originates all new loan closing wires and makes the appropriate GL balancing entries 

4. Produces payoff statements and releases appropriate collateral 

5. Manages all loan related ACH transactions 

6. Ensures compliance with Federal, State and SBA Regulations 

 

ADDITIONAL RESPONSIBILITIES: 

1. Has responsibility for following regulatory requirements including those pertaining to the Bank Secrecy 
Act (BSA), Anti-Money Laundering (AML), Customer Identification Program (CIP), and OFAC to assist in 

the identification, detection and determent of money laundering or other unlawful activities. 

2. Functions as a team and realizes all members of the team are vital to its success. 

3. Performs other duties as required. 

 
SKILLS: 

 In-depth knowledge of loan processing requirements 

 Detail oriented with a high degree of accuracy 

 Mathematical skills 

 Organizational skills 

 Strong administrative skills, including computer/word processing skills 

 

EDUCATION: 

 High school diploma or GED required 

 

EXPERIENCE: 

 Bank operations experience is required 

 Loan processing experience is preferred 



 

LIVE OAK BANKING COMPANY 

POSITION DESCRIPTION 

 TITLE:  Loan Operations Specialist – Reports and Exceptions (continued) 

 

 

The above statements are intended to describe the general nature and level of work being performed by the incumbent 

assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties 
and/or skills required of all personnel so classified.  Live Oak Bank promotes an equal employment opportunity workplace 
which includes the consideration of a reasonable accommodation of otherwise qualified disabled applicants and employees.  
This job description does not create an employment contract, implied or otherwise, other than the employment-at-will 
relationship. 
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PHYSICAL DEMANDS/WORK ENVIRONMENT REQUIREMENTS: 

 Vision, hearing, speech, movements requiring the use of wrists, hands and/or fingers 

 Able to sit, stand, stoop and bend 

 The ability to work the days and hours required to fulfill the essential functions of the position 

 The ability to work long hours and to multitask 

 

 
MENTAL DEMANDS: 

 Learning, thinking, concentration 

 The ability to interact with others and exercise self-control 

 The ability to work under stressful conditions, particularly in customer situations 

 The ability to make decisions and exercise discretion, when necessary 

 

 

 
 
 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 


