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Position Opening
Secondary Market Assistant
Part Time (.5)

CU Companies is a Credit Union Service Organization located in New Brighton providing mortgage, title, realty, business lending services, and financial & investment planning for credit unions and banks in Minnesota, Wisconsin and Illinois and Missouri. 
Job Summary

Extensive administrative work with primary responsibilities for the timely and accurate processing of post closing files, shipping, quality control, locking loans and reporting. The Secondary Market Assistant must possess strong organizational and prioritization skills.  A basic understanding of VA, FHA and conventional loan guidelines are needed.  Position requires a high degree of accuracy, problem solving skills and the ability to work in a fast-paced environment.  Secondary Market Assistant receives moderate supervision in the performance of duties and responsibilities.  Work is generally evaluated on obtaining objectives with accuracy, timeliness and results.        

Essential Responsibilities and Duties:

· Final document follow-up with investors
· Upload credit union portfolio loans to the VPN.

· Coordinate the collection and delivery of data for files being audited by Fannie Mae.
· Ship closed loans to investors.
· Prepare and disburse monthly reports for incentive programs.
· Verify accuracy of information recorded on loan set-up sheet prior to information being sent to Investor.
· File recorded Mortgage, assignment, and final title policy when received.  Enter date received  in the computer so proper loan documentation can be reported.

· Send Recorded final documents, mortgage insurance certificates and loan guaranty certificates to Service Release Investors.

· Transmit FHA and VA Funding fees via designated software programs.

· Keep accurate account of files with work escrow’s and allow Title Company to release money held in escrow after the final inspection results.

· Maintain and file Service Released files.

· Follow up with appropriate party for any outstanding conditions the investor has before purchasing the loan and make ensure information is provided within the required timeframe.
· Disseminate purchase advices to the accounting and servicing departments once the loan has been purchased by the investor.

· Send original Note and Assignment to Fannie Mae before lock expiration date.  Enter loan information into designated software program and transmit.

· Send original FHA file to HUD for insuring after Investor purchase.

· Send required documents to the VA for insuring.

· Submit requested files to audit company or Investor.

· Read Fannie Mae and Investor updates to stay informed on any changes in Government Regulations and/or Investor requirements.

· Must maintain courteous, professional and effective working relationships with employees at all levels of the organization, members, vendors and/or any other representatives of external organizations.

· Communicate information and state problems or challenges to be resolved in a clear, concise, courteous, nondiscriminatory and professional manner, and be able to provide clarification if necessary.

· Must be capable of adapting, with minimal or no advance notice, to changes in how business is conducted and work is accomplished, with no diminishment in work performance.

· Perform related duties as required.
Education (or Equivalent Experience):

High School Diploma or GED 
Experience:

A minimum of one year related mortgage experience with positive member relations

Skills/Knowledge/Abilities:

· Excellent communications skills
· Ability to work with a wide range of personalities in a courteous, effective and efficient manner.
· Ability to input data accurately and efficiently into computer software systems.
· Ability to exchange information and to report facts and technical information clearly and concisely.  
· Ability to attend accurately to many details in a timely manner.
· Ability to comprehend the consequences of various problem situations and to refer them to the appropriate people for resolution.
· Ability to resolve questions and problems with the supervisor and also to manage personal work flow and meet deadlines.
EOE
If interested in this position, please submit a resume, cover letter and salary history to kthalhuber@cucompanies.com. 
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