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TITLE: Construction Relationship Officer I REPORTS TO:  Construction Division Manager 

FLSA STATUS:  Exempt BRANCH/DEPT: CORPORATE/Credit/Risk 

  

 

POSITION SUMMARY:  

Ensures the construction funding and disbursement process is handled smoothly, accurately and efficiently 
for all assigned multi-advance loans. Ensures loans are funded within appropriate timeframes and funds are 

disbursed in accordance with both bank & SBA policies and procedures.  Provides construction expertise and 
support to internal lending, closing and compliance teams. Works with third-party firms on initial project 
review and monitoring of project progress. Gathers and maintains all documentation required throughout the 

construction process.  Ensures construction disbursement standards are applied consistently to promote a 
superior quality construction portfolio. Acts as primary point of contact for borrower, contractor, architect, 
etc. throughout the funding process. 
 

Assures compliance with all Bank policies and procedures, as well as, all applicable state and federal banking 
regulations. 
 

ESSENTIAL FUNCTIONS:  

1. Serves as the borrowers' primary point of contact throughout the loan's disbursement process.  Fields 
general loan questions, disbursement requests and ongoing budget management while providing 

exceptional customer service. 

2. Works with Loan Officers, Underwriters and Loan Closers to ensure all appropriate pre-closing 
documentation is in place and in compliance.   

3. Analyze and review general contractor credentials. 

4. Engages third-party firm for initial contract/plan review and ongoing construction inspections. 

5. Ensures completeness, accuracy and compliance of all construction documents and records. 

6. Monitors and clears document exceptions related to the assigned portfolio, including but not limited to all 

construction documentation, final title insurance policy, final "as-built" appraisal, final “as built” survey, 
attorney prepared construction documentation, etc. 

7. Submits construction loan/future advance disbursement requests to Loan Operations for funding while 
ensuring project budget is being disbursed within accordance of the SBA use of loan proceeds. 

8. Follows policies and procedures; completes administrative tasks correctly and on time; supports the 
bank’s goals and mission. 

9. Prepares monthly reports to Senior Management, to include Interest Reserve Report. 

10. Prepare and record purchase money UCC filing(s) as needed.  

 

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. Treats people with respect; keeps commitments; inspires the trust of others; works ethically and with 
integrity; upholds organizational values; accepts responsibility for own actions. 

3. Performs other duties as required. 
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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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SKILLS: 

 Strong customer service skills 

 In-depth knowledge of commercial construction lending requirements and SBA SOP requirements 

 Detail oriented with a high degree of accuracy 

 Mathematical skills 

 Strong computer skills; to include Outlook, Word and Excel 

 
EDUCATION: 

 Bachelor’s degree or 1 to 2 years equivalent experience preferred. 

 
EXPERIENCE: 

 Knowledge of Salesforce preferred. 

 Knowledge of construction related title insurance coverage and endorsement requirements preferred. 

 Two years of commercial lending/customer service experience is required. 

 Knowledge of construction disbursement processes and SBA SOP requirements preferred. 

 

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 

 

 


