
State of Ohio

OHIO WATER DEVELOPMENT AUTHORITY 

JOB DESCRIPTION 

POSITION TITLE: LOAN PROCESSOR 

REPORTS TO: Chief Engineer   FLSA STATUS: Non-Exempt    
DATE: May 2022  PAY GRADE: B 

Job Summary 

The loan processor is responsible for accurately managing loan documentation through the loan approval 

process, and reviewing it to ensure it is complete, in full, and complies with guidelines of the Authority. 

ESSENTIAL JOB FUNCTIONS: 

1. Assists local governmental agencies with the loan application process, including identifying the

proper loan documents.

2. Reviews all loan applications for completeness and requests needed information from the local

government agency.

3. Creates a loan submission package for the loan officer to review for recommendation for Board

approval.

4. Assist the loan officer in presenting the loan applications to the Board.

5. Participates in the preparation of materials for Board meetings.

6. Heavy data entry tasks to enter loan information into the Loan Processing program and makes

the information available to OWDA staff who enable the encumbrance and disbursement of funds

to local government agencies.

7. Tracks the status of assigned projects from submission of application to final Board approval, and

updates the loan tracker and appropriate systems throughout the new, approved and funded

phases.

8. Maintains loan records utilizing extensive knowledge of the processes.

9. Participates with OWDA staff to develop new procedures for existing OWDA funding programs.

10. Provides support to the administrative assistant.

OTHER JOB FUNCTIONS: 

10. Provides prompt customer service in a courteous and helpful manner.

11. Communicates with other professionals; including attorneys, engineers, and elected officials,

through professional written/oral channels.

SUPERVISORY RESPONSIBILITIES: 

None 

QUALIFICATIONS AND REQUIREMENTS: 

The incumbent must possess: 

1. College coursework in the area of business or finance

2. Minimum of 5 years related experience

3. Strong attention to detail and accuracy

4. Professional written and verbal communication skills

5. Strong organizational and planning skills
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6. Ability to utilize collaborative problem solving skills 

7. Ability to be flexible to the work environment 

8. Ability to work independently and as a team in a remote work environment 

9. Ability to manage time, expectations, and priorities to build a work schedule and utilize self-

motivation that maintains momentum and progress 

10. Ability to identify, evaluate, and generate information in a digital format 

11. Possess emotional intelligence to be self-aware, empathetic, resilient, and adaptable 

12. Possess digital literacy skills to stay current with digital tools and techniques 

 

 

The Functions, Qualifications, Responsibilities, and Requirements listed above represent 

the essential functions of the job, which the incumbent must be able to perform either 

with or without reasonable accommodation.  The listed Job Functions do not necessarily 

include all activities that the incumbent may perform. 

 

 


