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Position Summary 

Bodcaw Bank is currently accepting resumes for the position of Loan Assistant in the Magnolia 
market. This position provides essential administrative support to our loan department and loan 
officers. We uphold a high standard of excellence and are guided by our core values of Respect, 
Adaptability, Trust, Commitment, and Accountability. With over 115 years of community 
banking experience, Bodcaw Bank is dedicated to delivering an unrivaled customer experience. 
This customer-facing role demands excellent verbal and relational skills, requiring you to be a 
warm, friendly, and welcoming presence for our customers. In addition to the responsibilities 
listed below, your role will be integral to maintaining our commitment to exceptional service. 

Duties/Responsibilities 

1. Assist in the preparation and processing of customer loan applications, ensuring accuracy 
and professionalism.  
 

2. Maintain organized and up-to-date records of loan applications, loans in process, and loan 
closings. 
 

3. Assist in reviewing loan packages to be submitted for approval inspecting for accuracy, 
precision, and compliance with regulatory and policy requirements.  
 

4. Verbal and written communication is essential. The ability to communicate efficiently, 
effectively, respectfully, and professionally is vital to this role.  
 

5. Respond promptly to inquiries from customers, colleagues, stakeholders, and business 
associates.   
 

6. Contribute to the development and improvement of loan application process, approval, 
and processing procedures and workflows.  
 

7. Provide support to our branch manager and other teammates as needed, assisting with 
administrative tasks, assisting customers, and triaging incoming phone calls.  
 

8. Review files, records, and other documents to obtain information to respond to requests. 
 

9. Open, sort, and route incoming mail, answer correspondence, and prepare outgoing mail. 



 
10. Compute, record, and proofread data and other information, such as records or reports. 

 
11. Type, format, proofread, and edit correspondence and other documents using an 

assortment of computers. 
 

12. Complete all required annual trainings provided by Bodcaw Bank 
 

13. Perform other work-related duties and attend other work-related functions as assigned 
(which may include nights and/or weekends).  

 

Education Requirements 

• High school diploma or GED equivalent required. 
• Bachelor’s Degree from an accredited college or university preferred. 
• 2+ years of banking experience preferred. 

 

 


