
OHIO WATER DEVELOPMENT AUTHORITY 
JOB OPPORTUNITY 

 
Bring support to an agency that develops and protects water resources for Ohioans 

_________________________________________________________ 

 
POSITION OPENING: Loan Processor 
HOURS:  Monday – Friday, 40 hours/week full-time. 
REPORTS TO:  Chief Engineer 
STARTING RANGE: $20.00 - $24.00 / hour      Position is Non-Exempt 
 
SEND RESUME' as ATTACHMENT to:  HR@owda.org 
APPLICATION DEADLINE:  March 5, 2021 
 

 
The loan processor is responsible for accurately managing loan documentation through the loan approval 
process and reviewing it to ensure it is complete 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 review by the loan analyst and loan officer. 

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

5. Enters loan information in Loan Processing program and makes them available to the other 

OWDA staff to enable the encumbrance and disbursement of funds to local government 

agencies. 

6. Maintains knowledge on the status of assigned projects from submission of application to Board 

approval. 

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

8. Performs other administrative duties as assigned. 

 
Other Job Functions 

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

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

 
Qualifications and Skills 

1. High school graduate with college coursework in the area of business 

2. Possess a minimum of 5 years’ experience in a similar capacity 

3. Strong attention to detail and accuracy 

4. Proficient in Excel and Word; experience in Adobe is a plus 

5. Effective written and verbal communication skills 

 
Benefits 

 Medical, dental, vision, disability and term life insurance coverage. 

 Paid sick leave, vacation, personal leave, and federal holidays 

 Retirement plan with the Ohio Public Employees Retirement System. 

 

The Functions, and Responsibilities, and Qualifications 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. 


