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(LFD-009) Loan Closing Specialist
Rural Community Assistance Corporation	 [image: ]
3120 Freeboard Dr., Ste. 201
West Sacramento, CA 95691 
PHONE (916) 447-2854●FAX (916) 447-2878


	JOB DESCRIPTION

	Job Title:
	Loan Closing Specialist (LFD-009)
	Salary Grade:
	10

	Status:
	Non-Exempt
	Supervisor:
	Commercial Loan Closing Manager

	Unit:
	Commercial Loan Closing
	Department:
	Loan Fund


[bookmark: _Hlk147390772][bookmark: _Hlk207714858][bookmark: _Hlk207711694]
[bookmark: _Hlk207707397]Founded in 1978, RCAC is a 501(c)(3) nonprofit that operates in 13 western states and Pacific Islands. RCAC partners with underserved rural and Indigenous communities to achieve their vision and wellbeing through technical assistance, training, financial resources and advocacy. Throughout RCAC’s history, our dedicated staff and active Board have supported positive change in rural and Indigenous communities across the West. Our work reflects our core values of leadership, collaboration, commitment, quality, and integrity.
 
Department:  
RCAC’s Loan Fund provides financial resources to rural communities and organizations across RCAC’s service area. The department provides assistance to potential borrowers to structure their requests for funding to meet RCAC loan fund requirements.

General Purpose: 
Under general supervision of the Commercial Loan Closing Manager, this role prepares loan/grant documents and files, submits them to the Lead Commercial Loan Closer or Commercial Loan Closing Manager for approval, and completes loan/grant closings. Ensures loan packages are complete, containing all necessary documents and signatures. 
[bookmark: _Hlk207715228][bookmark: _Hlk207711114]
[bookmark: _Hlk207707377]Specific job goals, objectives and tasks are established for each employee as part of the annual evaluation and work plan process. The statements are intended to describe the general nature and level of work being performed by people assigned to this job. They are not intended to be an exhaustive list of all qualifications, responsibilities, duties, and skills required.

Job Duties and Responsibilities:
· Reviews and audits new loan applications for completeness.
· Prepares loan/grant documents from templates to encompass all terms for review and approval.
· Maintains accurate checklists for loan/grant files.
· Ensures compliance with RCAC policies and procedures, making recommendations as needed.
· Prepares, distributes, tracks, and monitors commitment letters.
· Collaborates with Loan Officers, escrow officers, and borrowers to track and monitor pre-closing, closing, and post-closing conditions.
· Coordinates closely with title companies, borrowers, and institutional funding sources to facilitate the execution of loan/grant documents, closings, and delivery of initial disbursements.
· Reviews fully executed loan documents to ensure readiness for funding.
· Requests funds from Finance and initiates ACH and/or wires as needed. 
· Tracks lock expiration date when loan participants need to purchase USDA guaranteed portion of loan to avoid late delivery fees.
· Updates and maintains all systems and reports during all stages of the loan life cycle, including set-up, origination, and closing.
· Completes final audit of all loan files at loan closing.
· Maintains records and documents so that they are accessible and available in accordance with storage and disposition files management plan.
· Maintains professional and technical knowledge by attending educational workshops, reviewing professional publications, establishing personal networks, and participating in professional societies. 
· Performs other related duties as assigned.

Supervision Exercised:
· No supervisory responsibilities.

Minimum Qualifications and Necessary Requirements:
· [bookmark: _Hlk207708696][bookmark: _Hlk148110427]EQUIVALENT: Combination of education and experience can meet minimum qualifications. 
· EDUCATION: High School Diploma or GED.
· EXPERIENCE: Three years of loan servicing, loan accounting, or loan processing experience. Significant experience proofreading and editing documents. Proficient computer skills with Microsoft Office programs. 
· LICENSE/CERTIFICATION: Valid driver’s license and proof of insurance that meets the minimum requirements ($100,000/$300,000) of RCAC corporate liability policy.
· Must pass a criminal background investigation prior to employment.

Knowledge, Skills, and Abilities:
· Knowledge of real estate finance, development, law, lending practices and procedures, and the escrow process.
· Knowledge of nonprofit associations, agencies, and programs.
· Knowledge of servicing for various community development lending programs.
· Skill in operating business computers and office machines, including in a Windows environment, specifically Word, Excel, and presentation software (such as PowerPoint).
· Organizing and coordinating skills. 
· Customer service skills.
· Ability to prepare and present loan documentation.
· Ability to plan, monitor, and manage loan performance.
· Ability to work in a fast-paced environment.
· Ability to create, compose, and edit written materials. 
· Ability to gather data, compile information, and prepare reports. 
· Ability to carry out instructions furnished in verbal or written format.
· Ability to establish and maintain professional relationships with individuals of varying social and cultural backgrounds and with co-workers at all levels.
· Ability to maintain confidentiality.
· Ability to meet strict timelines.


Preferred Requirements:
· Associate’s degree in accounting, finance, or related field.

Physical Demands:
While performing the duties of this job, the employee is regularly required to sit and stand; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to walk. The employee occasionally is required to stand; and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 25 pounds. Specific vision requirements include close vision, distance vision, color vision, and depth perception.

Working Conditions:
Work is typically performed in an office with a moderate noise level. 

Employee’s Certification: 
The above statements are intended to describe the general nature and level of work being performed. They are not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. I understand that this job description is subject to change by RCAC as the needs and requirements of the position change.


_____________________________________	_____________________________
Employee’s Signature					Date
1
RCAC is an equal opportunity employer and considers all employees and job applicants without regard to race, religion, color, gender, sex, age, national origin, disability, veteran status, sexual orientation, gender identity or marital status, or any other status protected by law. RCAC strives to reflect the diverse constituencies that the organization serves.
Revised October 2025
1
RCAC is an equal opportunity employer and considers all employees and job applicants without regard to race, religion, color, gender, sex, age, national origin, disability, veteran status, sexual orientation, gender identity or marital status, or any other status protected by law. RCAC strives to reflect the diverse constituencies that the organization serves.
Revised October 2025
image1.png
& RCAC




