
Loan & Applications Officer- Full Time Salary Position

This position is responsible for processing, reviewing, and maintain files of all veteran 
applications as well as presenting completed files weekly to the Care Management Team for 
final approval or discussion. This position must be familiar with Sales Force data management 
system and HIPPA protocols. The position will work directly with the Sr. Director of Program 
Design to prepare presentations of applicants to our Care management team every week. In 
the event that no applicants are being processes this position will also assist the My T.I.M.E. 
Center Manager and other Family Services staff in outreach duties. Close escrows and keep 
files in office is organized and meaningful manner for future reference and ongoing 
mortgage management. 

Job Duties

⦁ Have a comprehensive understanding of the Homes 4 Families Veteran Enriched 
Neighborhood® and be able to fully explain all aspects of the program to interested 
applicants.

⦁ Have a comprehensive understanding of what is involved in the Homes 4 Families 
non-profit lending program and be able to explain fully to potential applicants. 

⦁ Have a positive and encouraging attitude towards applicants.

⦁ Ensure all files are organized correctly, easily accessible, and secured according to 
HIPPA guidelines.

⦁ Input and report on all homeowner and applicant data in SalesForce system.

⦁ Process an application from start to finish including any letters of incomplete 
applications, and notifications of non-qualification for our program.

⦁ Generate weekly reports through salesforce or on a spread sheet as to the current 
status of all active applicants.

⦁ Responsible for collecting paperwork from applicants in a timely manner. This 
includes setting appointments with families when necessary to help them gather 
paperwork in person. This can, at times, be coordinated with the My TIME Center 
Manager and the Applications Assistant.

⦁ Process and assist in coordination of loan documents and closing documents. 

⦁ Be able to fully explain all loan documents, resale restrictions, and other important 
sales points to the veteran homeowners.

⦁ Create and attend outreach opportunities to engage more potential applicants.

⦁ Process and file all Loan documents through the escrow process.

Job Requirements

⦁ Bachelor’s degree required.
⦁ Must be able to produce fliers and documents professionally and efficiently.
⦁ Must have experience in working with veterans and/or low income populations.
⦁ Must be able to bend and lift up to 45 lbs.
⦁ Must be able to stand or sit for 8 hours at a time.
⦁ Must have reliable transportation for all job duties.
⦁ Be able to work nights and weekends if required.

Resumes and cover letters should be sent to bmills@homes4families.org


