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Ad proof/cost estimate

	Client Information

	Client Name:
	Mortgage Master, Inc.

	Client Number:
	2357400

	Job Title:
	Processor

	Recruiter:
	Kara Singh


	Client Approval – Please Initial

	Approved:


	All info. contained in ad is correct and is approved to be placed with indicated media 

	Approved W/Changes:
	Corrections have been noted on ad proof and is approved to be placed once indicated changes have been made 


	
	Media Info: 
	Position Copy:
	Cost:

	1
	CareerBuilder.com
	Section: Banking, Finance, Real Estate
Industry: Mortgage, Banking - Financial Services, Credit - Loan - Collections
Location: Walpole, MA
Deadline: N/A
	$300 for 30 days
*Package of 6 ads for $226 per ad

	Mortgage Master, Inc., a Massachusetts company, has grown to become the largest volume lender on first mortgages in Massachusetts for the past seven consecutive years. We are the country’s largest independently owned mortgage company – consistently lending over $2 billion each year.  We are currently seeking a Processor for our office in Walpole, MA. 
Essential Duties and Responsibilities: 

· Review the mortgage application received from the loan officer; verify the information identified in the loan origination system; verify the accuracy of the Good Faith Estimate and Truth-in-Lending disclosure and re-disclose if necessary 

Identify due dates required to ensure loan is complete and ready for closing.  This includes completion of the 21 day letter, commitment letter deadline and the estimated closing date to ensure loan is closed, disbursed and delivered within Investor requirements.

Review supporting documentation for completeness and consistency with the information indicated on the loan application.  Input missing or modified information into the company’s loan origination system.   Communicate discrepancies with information and documentation requirements with loan officer.

· ensure loan is closed, disbursed and delivered within Investor requirements

· Review supporting documentation for completeness and consistency with the information indicated on the loan application; input missing or modified information into the company's loan origination system; communicate discrepancies with information and documentation requirements with loan officer 

· Validate information to ensure qualifications are consistent with Investor underwriting guidelines; determine deadlines required to ensure loan closes within the Purchase and Sale Agreement, rate lock and Investor delivery requirements 

· Complete credit and appraisal analysis for the loan to ensure compliance with Investor and regulatory requirements 

· Contact vendors assigned to the loan application to obtain statuses of required documentation such as appraisal companies, flood certification companies and attorneys/title companies 

· Maintain accuracy of the company's database by reviewing and updating information as it is received 

· Prepare commitment letter and provide to the appropriate party for sign-off 

· Review all conditions of the loan approval and ensure all prior to closing conditions are satisfied before submitting the loan to the Closing Department for completion of the closing package 

· Complete all HMDA information to ensure accuracy of HMDA Information prior to submitting the loan to the Closing Department 

Qualifications:
· Minimum of two (2) years of experience as a Processor.  FHA/VA experience preferred. 

· Complete understanding of the legal, compliance and Investor requirements of residential mortgage products including conforming, alternative and government programs

· Knowledge or a variety of automated underwriting systems a plus

· Great written and verbal communication skills, very detail oriented, good data entry skills and the flexibility to handle multiple priorities

· Must work well under pressure 

Benefits:

We offer unprecedented benefits to our employees. In addition to a fantastic salary base and compensation plan for all of our positions, we offer:

· Excellent career path

· Healthcare plan

· Long-term and short-term disability

· Paid holidays 

· Life insurance 

We work to maintain the best possible environment for our employees, where people can learn and grow with the company. We strive to provide a collaborative, creative environment where each person feels encouraged to contribute to our processes, decisions, planning and culture.

To Apply:

Qualified candidates are encouraged to submit their resume along with cover letter and salary requirements to careers@mortgagemasterinc.com. Please reference “Processor – Walpole” in the subject line. 

Mortgage Masters, Inc. is an Equal Opportunity Employer

	

	Total
	$
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