O ass Code: E32

Cty of Anaheim C assification:
Cl ass Specification HOUSI NG LOAN PROCESSOR
DEFI NI TI ON:

Under noderate supervision, to conduct in-depth interviews; to interpret and explain
program gui delines and regul ations to clients; to review prelinminary determ nations of
eligibility for participation in housing assistance prograns; to assenbl e | oan packages;
and to performclerical work of noderate difficulty in support of assigned prograns.

EXAMPLES CF DUTI ES:

Accepts, reviews, discusses and assists in conpleting applications for
federal | y-assi sted housi ng paynent or |oan prograns.

Revi ews and expl ains federal |oan and hone inprovenent prograns and federally-assisted
housi ng payment programs to owners and the general public.

Mai nt ai ns and conpil es data of federal |oan financial records and prepares periodic
reports.

Assenbl es and reviews loan files for conpl eteness, accuracy, consistency, conpliance
wi th program gui delines and regul ati ons and requi red docunentati on.

Conducts prelimnary feasibility analysis including debt to inconme ratio and |oan to
val ue ratio.

Tal ks with custoners in English and Spani sh as required.

Communi cates with state and federal officials and bank officials.
Resear ches various docunents in verifying income status of custoners.
Devel ops special files reflecting status of |oan or grant applications.

Acts as a receptionist to the public, taking and responding to calls, taking messages,
schedul i ng appoi ntments and counseling with the public.

Answers questions requiring an understanding of | oan and grant opportunities.

Qperates a variety of office equipnent, such as a typewiter, mcroconputer, printer and
cal cul ator.

Types, files, records, conputes and nmintains confidential information regarding the
private affairs of applicants.

Makes bank deposits and mai ntains records of deposits and expenditures.
Files materials into established filing systens.

Attends neetings, represents and di ssem nates information on progranms and takes notes of
busi ness conduct ed.

Perforns other job-related duties as required.

M N MUM REQUI REMENTS:

Experience in: Perfornming journey-level clerical recordkeeping work involving public
cont act .
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Know edge of: Mbdern of fice equi prent and procedures, business math, and recor dkeepi ng
nmet hods. Knowl edge of real estate practices is desirable

Ability to: Operate nodern office equipnment, such as a microconputer and cal cul at or
type at a net corrected speed of 40 words per minute fromclear copy; nmintain accurate
records and filing systens; read and speak Spanish fluently; interview applicants to
obtain required i nformation; understand pertinent procedures and functions quickly and
apply them without inmedi ate supervision; establish and maintain effective rel ationships
with those contacted in the course of work.

Note: Miust obtain Notary status within six (6) nonths of appointnent.

Supervi si on Recei ved: Wrks under technical supervision. Wrk in progress and
conpl eted work is reviewed periodically.

Career Ladder Information: Experience gained in this class nmay serve to meet m ni hum
requi renents for pronotion to Housing Load Counselor or a related class.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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