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_____________________________________________________________________________________ 

Job Title:   Mortgage Loan Originator  Reports To: Asst VP Mortgage Lending/VP 
          
Department: Mortgage Lending   Desc No: 952 

Date:  04/2015    Last Revised: 

_____________________________________________________________________________________  

GENERAL SUMMARY 

Primary Responsibilities:   

1. Model a high energy, world-class service and sales culture within the branch and credit union. 
2. Proactively solicits new residential mortgage business and sells First Community Credit Union 

mortgage products to meet established loan quality and production goals. 
3. Continually identifies, develops and maintains a quality network of business relationships that 

serve as a recurring source of referrals for new mortgage lending opportunities.   
4. Responds to customer inquiries and referrals that are generated from both their own contacts and 

from other First Community Credit Union business channels.  
5. Conducts interviews with prospective borrowers in order to analyze financial and credit data, 

determine customer financing objectives, advise customers of product/pricing policies and 
guidelines, and gather any additional required information.   

6. Ensures exceptional customer service by maintaining thorough knowledge of lending programs, 
policies, procedures and regulatory requirements, demonstrating a commitment to professional 
ethics, complying with all Federal and State compliance policies and adhering to HMDA 
requirements. 

  
Primary Qualifications:  Passionate and enthusiastic; possess world class service and leadership 
skills; strong knowledge and understanding of FCCU products and services; strong lending and 
underwriting skills. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Live the First Community Credit Union Mission, Vision and Values within the organization and our 
communities. 

2. Assist in branch services and operations as needed to serve our members. 
3. Instill an energetic, world-class service and sales culture that continually strives to improve the way 

we serve our members. 
4. Build strong relationships with new and existing members that lead to sales, cross-sales and sales 

referrals.  Identify member needs and align products and services that help achieve their financial 
goals and those of the credit union. 

5. Assist in promoting a strong sales culture with the credit union.  Mentor and motivate front-line 
staff. 
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6. Develops and maintains successful relationships with business referral sources, existing and 
prospective.  

7. Prospects new mortgage lending opportunities. 
8. Meets with customers as necessary during various stages of the loan process. 
9. Utilizes First Community Credit Union training materials, reference tools and other resources to 

provide accurate and up-to-date loan program/policy information to both external customers and 
internal business partners. 

10. Provides complete loan applications to processors. 
11. Ensures exceptional customer experience by overseeing loan process from origination to close and 

providing on-going communication to customers and business partners. 
12. Achieves production goals as established by First Community Credit Union. 
13. Oversees and ensures successful completion of all assigned Mortgage Loan Officer Training 

activities. 
14. Develop Business Referral Network through marketing, cold-calling, prospecting and networking 

activities. 
15. Participate in community efforts to promote home ownership. 
16. Meet with prospective borrowers. 
17. Review/Analyze credit and financial data. 
18. Determine borrower financing objectives and goals. 
19. Present appropriate First Community Credit Union products and programs and explain guidelines. 
20. Apprise of pricing and lock rate as required. 
21. Identify appropriate opportunities to sell additional First Community Credit Union products and 

services to members. 
22. Collect supporting loan documentation as required and provide complete package to Mortgage 

Loan Processing. 
23. Work with Mortgage Loan Processor to ensure that loan docs are submitted to end lender within 7 

days or as modified by First Community Credit Union. 
24. Work with Mortgage Loan Processor and with end lender to ensure that loan conditions are met. 
25. Partner with Mortgage Loan Processor with on-going communication to customer regarding loan 

status. 
26. Utilize Byte for notes and conditions. 
27. Maintain current and thorough knowledge of all lending programs, policies, procedures and 

regulatory requirements. 
28. Perform all job functions in accordance with First Community Credit Union policies and procedures.  
29. Participate in the credit union product and sales training sessions.  Maintain a high level of financial 

service knowledge. 
30. Maintain a good working relationship with all credit union members, coworkers and the Board of 

Directors. 
31. Assist in promoting a positive credit union image during working and non-working hours. 
32. Perform other related duties as assigned. 
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Required Knowledge, Skills, and Abilities: 

1. Passionate and enthusiastic. 
2. Strong leadership skills; including planning, organization, communication, mentoring, coaching, 

staff development, and goal setting. 
3. World-class service skills. 
4. Intermediate knowledge of credit union products; services; loan policies and procedures. 
5. Strong sales and sales coaching skills. 
6. Demonstrated success in prospecting, generating leads, closing business and consistently 

meeting/exceeding production goals. 
7. Verifiable, established network of referral business including Real Estate professionals and other 

centers of influence. 
8. Demonstrated understanding of mortgage processing, underwriting and closing procedures. 
9. Understanding of Federal and State Regulations governing Real Estate Lending. 
10. Strong computer skills including a fundamental understanding of Microsoft Office applications, 

database management and previous experience utilizing laptop technology for communication 
purposes including accessing rate, credit and loan status information. 

11. Solid time management skills and the ability to organize; prioritize and perform multiple tasks 
simultaneously. 

12. Ability to communicate clearly and effectively, both verbally and in writing across a variety of 
audiences. 

13. Ability to analyze and comprehend complex financial data and provide financial alternatives. 
14. Professional and effective interpersonal skills. 
15. Enthusiasm for assignments and the ability to meet established timelines. 
16. Knowledge of intermediate math (calculations and concepts involving decimals, percentages, 

fractions, etc.) 
17. Availability to work weekends and extended hours, as needed.   
18. Availability to attend special off site sales events and credit union functions, as needed. 
19. Outgoing personality, with the ability to ask for new business and capable of making outbound 

phone calls. 
20. Works well with others and follows directions. 
21. Able to work independently. 
22. Detail oriented.  

 

Education and Experience: 

This position requires a high school education and a minimum of one (1) year of residential mortgage 
lending experience with a focus on generating self-sourced business.   This position is also required to 
become a notary. 
 

Employees must comply with government and other regulations affecting the credit union industry including 
but not limited to the Bank Secrecy Act and The USA Patriot Act. 
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Working Conditions:  

Normal office working conditions with the absence of disagreeable elements. 

 

Note: The statements herein are intended to describe the general nature and level of work being performed 
by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills 
required of personnel so classified.  Furthermore, they do not establish a contract for employment and are 
subject to change at the discretion of the employer. 


