
Retail Lender  Page 1 
 

GREENLEAF BANK 

 

JOB TITLE:  Retail Lender    STATUS: Non-Exempt 

 

REPORTS TO: Senior Vice President - Lending DATE:   February 10, 2026 

 

 

Position Summary:  

 

Responsible for soliciting, underwriting and coordinating the closing of residential real estate and consumer 

loans in compliance with the Bank’s lending policies and procedures.   

 

Principal Duties and Responsibilities: 

 

1. Cultivates new and retains existing customer relationships and maintains a portfolio of loans consistent 

with the bank’s growth and credit quality objectives.  

 

2. Guides applicants through the home financing process via education, explaining loan product options, 

and determining the best product for each borrower’s situation.  Thoroughly understands each mortgage 

product offered by the bank to be a subject expert for applicants.  
 

3. Gathers, analyzes and interprets financial data with the ability to recommend approval or denial of loan 

opportunities. 

 

4. Prepares, submits, and manages loan applications, ensuring all required documentation is collected and 

accurate and adheres to all lending regulations and provides required disclosures. 

 

5. Represents the Bank in various business, trade, charity, civic and social organizations to support the 

community and provide for positive public relations.  Builds referral networks with agents and builders. 

 

Additional Duties and Responsibilities: 

 

1. Keeps abreast of the residential lending market and regulatory changes which may impact the financial 

performance of the Bank. 

 

2. Maintains up-to-date job knowledge through professional reading and affiliation with appropriate 

industry organizations.   

   

3. Performs other duties as may be necessary to fulfill the responsibilities of this position. 

 

 

Work Relationships and Scope:   

 

Reports directly to the Senior Vice President - Lending.   Works closely with other members of the lending 

department and has regular interactions with all bank staff.  Has access to highly confidential customer, 

financial and general Bank information.  Considerable tact, judgment and initiative required. Responsible 

for significant financial commitments in disbursing funds and in loan approval authority.  
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Measures of Performance:   

 

Achievement of established goals related to the size and quality of the loan portfolio; quality, reliability, 

thoroughness and timeliness of services provided to customers and co-workers; soundness of business 

decisions made regarding loan commitments; adherence to the Code of Conduct by keeping Bank and 

customer information confidential; participation in training and appropriate professional development, 

understanding of and adherence to Bank policies and procedures; professional workplace appearance and 

conduct.   

 

Knowledge, Skills and Abilities Required:   

 

Requires a college degree in business management or related area and at least two years of lending 

experience.  Work experience should include an understanding of banking practices, financial statement and 

ratio interpretation, and excellent oral and written communication skills. Requires ability to write clearly 

and understandably to produce a variety of correspondence and reports; make presentations to groups 

(prospects, customers, management, Board of Directors); plan, prioritize and organize work effectively; 

analyze problems, propose reasonable solutions, make logical decisions, carry out decisions made, and 

follow up with feedback where appropriate. 

 

 

Working Conditions:    

 

Work is performed largely in an office environment although the nature of the position does require some 

time out of the office for closings and networking. Prolonged sitting and frequent mental and visual 

concentration for usage of computer and telephone may be required.  Work hours are generally during 

normal business hours, with some occasional unscheduled evening and weekend work. There is an 

expectation of a certain level of community involvement.   

 


