Post Closing / Quality Assurance Representative

Under the general supervision of the Quality Assurance Supervisor, person is responsible for the accurate analysis of closing documentation to ensure regulatory and investor requirements are satisfied.  
1. Responsible for a complete understanding of legal, state and federal compliance, and investor requirements of residential mortgage products offered by Mortgage Master, Inc.  Audits each closing file to ensure the above referenced criteria and/or requirements have been met.

2. Responsible for review of the final HUD-1 Settlement Statement, purchase advice, net settlement check and closing instructions to ensure the loan closed and funded accurately.  Identifies any discrepancies relating to the funding process and forwards the discrepancy to the post-funding department for further review and follow-up.
3. Performs review of Mortgage Note, Truth-in-Lending and Mortgage Deed to ensure the loan closed in accordance with investor product guidelines and underwriting requirements.  Follows up with conveyance attorney/title company, borrower or Investor to correct any errors identified with said documentation to ensure marketability.
4. Reviews daily, weekly and monthly investor reports to communicate statuses of outstanding items.
5. Assists attorneys and internal personnel including underwriters, processors and loan officers regarding questions pertaining to the closing transaction to ensure marketability and prevent re-purchase of the mortgage loan.
6. Updates information contained in the company’s database with respect to the post-closing process as required to provide the company with accurate pipeline and loan tracking information.

7. Assists, supports and performs any related function as may be assigned or required.
