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Closing Specialist  
 
Date:  July 2019 
Reports To:  Consumer Lending Team Manager, VP 
Location:  Astoria, OR; Portland, OR; Seattle, WA; Walla Walla, WA; and Port Angeles, WA 
FLSA Status:  Non-Exempt 
Grade: 6 - 9 

CRAFT3 BACKGROUND 
Craft3 is a nonprofit Community Development Financial Institution (CDFI) with a mission to strengthen 
economic, ecological and family resilience throughout Oregon and Washington communities. We do this 
by providing loans to entrepreneurs, nonprofits, individuals, including those without access to traditional 
financing. We then complement these financial resources with our expertise, professional connections and 
other advocacy for our clients. Learn more at www.craft3.org 
 
Craft3’s consumer lending business unit develops and delivers consumer loans that meet identified 
community needs and are uniquely designed for a wide range of borrowers, including those with low-
moderate incomes and challenged-credit histories. We currently offer consumer loans for home energy, 
clean water and to support women transitioning into the high-tech workforce. Our team consists of 
consumer lenders, loan servicing, program and portfolio management professionals who embrace creative 
lending and use smart credit risk management practices to achieve these goals with low rates of loss.   
 
POSITION PURPOSE  
The Closing Specialist (CS) provides an essential role in facilitating the loan closing process with 
responsibility for preparing and releasing loan documentation to facilitate loan closing and managing loan 
disbursements to ensure proper funding and repayment scheduling. This position aids with review of loan 
closing processes with an emphasis on increasing the productivity and efficiency of the Consumer Lending 
team. The CS provides support, on occasion, by processing loan applications, and collecting support 
documentation necessary to successfully close consumer loans. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include some or all the following and are not 
intended to be all-inclusive. Craft3 reserves the right to change, add or delete responsibilities and duties as 
seen fit. An employee's specific job duties, priorities and performance expectations are detailed in his/her 
individual performance plan.  
 
Loan Document Preparation and Release 

• Prepare all required loan documentation, including, but not limited to Promissory Notes, Loan 
Agreements, and security filings needed to legally document borrowers’ obligations to Craft3. 

• Review loan documents prepared by others to ensure accuracy and completeness. 
• Create documents to support Change in Terms requests and loan modifications. 
• Release documents for signature through DocuSign or alternative delivery per borrower request. 
• Maintain established LaserPro loan documentation system policies as they relate to Consumer 

Lending, including updates provided by the vendor. Review pending updates and communicate 
changes to the team.  

• Ensure loan documents are compliant and adhere to consumer lending regulatory requirements 
 

New Loan Origination and Closing 
• Process new loan applications for Lender review. 

http://www.craft3.org/
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• Obtain project documentation as needed from customers and program partners to prepare loan 
package for underwriting. 

• Complete closing and funding processes for new loans, including but not limited to: 
o Transition loans from relationship management system to loan servicing system at loan closing. 
o Process or review loan disbursement requests to ensure prompt, accurate payment to borrowers 

and contractors. 
o Secure company position and repayment methods at loan closing. 

• Audit files throughout the lending process to assure data integrity. 
• Ensure successful completion of Origination process and smooth transition to Servicing. 
• Identify bottlenecks and coordinate process efficiencies to improve operations. 
• Provide excellent customer service for internal and external audiences. 

 
Consumer Team 

• Adhere to all federal and state compliance guidelines and internal procedures relative to the 
position. 

• Utilize Craft3 database platforms for loan management including ensuring quality control and high 
levels of accuracy and integrity. 

• Maintain high standards of accuracy and consistency of record keeping and data management.   
• Contribute to developing and documenting consumer department procedures and processes. 
• Collaborate with other Craft3 departments to streamline systems and processes. 
• Manage discrete projects that require engagement and consultation with members of the consumer 

team, other business units, vendors, and/or partners. 
• Represent Craft3 in public events, meetings, or presentations.  
• Build and strengthen working relationships with partners and vendors. 
• Provide exceptional customer service to all Craft3 loan clients and partners. 

 
Brand Management 

• Support the organization's All Team performance standards; Companywide Competencies. 
• Demonstrate stewardship for the Craft3 Brand. 

 
AUTHORITIES  

• Authorize distribution of loan documents meeting program parameters. 
• Authorize disbursement of loan proceeds through finance per specified process/parameters. 
• In support of Loan Servicing, if required:  Waive late payment fees when deemed appropriate; 

Reduce subordination fees when deemed appropriate.  
 
POSITION SCOPE Direct / Indirect Reports None.   
 
PEER POSITIONS Consumer Loan Servicing Specialist 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to demonstrate leadership in the 
accomplishment of the responsibilities of the position and perform each essential duty with excellence. The 
required qualifications listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
TYPICAL PROBLEM SOLVING 
Apply strategic problem-solving skills, collaboration and relationship management skills, and common-
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sense understanding to complicated situations.  Successful ability to carry out detailed and complicated 
written or oral instructions.  Address challenges involving many variables in demanding situations. 
Examples include: managing active lending pipeline while accomplishing multiple high priority projects, 
assembling data to inform strategic decisions, and building consensus amongst staff and/or partners.  
 
MINIMUM EDUCATION AND WORK EXPERIENCE REQUIREMENTS  
Associate of Arts or higher degree preferred, with business or accounting concentration; or 2-4 years 
equivalent combination of education and experience.  One-year of related experience in a consumer lending, 
credit union, banking, CDFI environment, or other customer service focused environment; preference for 
experience with loan processing, funding, and strong administrative skills. Strong preference for experience 
with loan documentation, specifically for loans secured by Fixture Filing or Deed of Trust. 
 
OTHER SKILLS AND ABILITIES  
The ideal candidate will be able to demonstrate the following:  

• Passion for improving Pacific Northwest Communities. 
• Motivated self-starter with an entrepreneurial spirit. 
• Excellent customer service skills including the demonstrated ability to develop relationships with 

internal and external partners. 
• Project management and situational leadership skills. 
• Comfortable using basic Excel formulas, pivot tables, summary tools, and creating professional 

presentations (PowerPoint). 
• Strong collaboration skills with internal and external colleagues. 
• Effective oral and written communication skills and keen attention to detail. 
• Excellent prioritization and organization skills and effective time management to succeed in a semi-

autonomous, fast-paced environment. 
• Ability to develop new procedures to meet identified needs and/or to adjust to changes in 

procedures as requested. 
• Strong work ethic, a high level of integrity, and the desire to achieve. 
• Ability to build rapport and successfully work with colleagues located in local and satellite offices. 
• Comfort and proficiency with customer service and loan management database platforms. 
• Proficiency in Microsoft Suite, Loan Documentation and Servicing Systems, Contact Relationship 

Management system, and file share systems. 
 

CERTIFICATES, LICENSES, REGISTRATIONS 
• Mortgage Loan Originator licenses for Washington and Oregon through NMLS (may be obtained 

during employment at Craft3) 
• Notary Public for Washington and Oregon 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  The noise level in the work environment 
is usually low to moderate as found in typical office environments. 
 
PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
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While performing the duties of this job, the employee is regularly required to sit, use hands to finger, 
handle, or feel; and talk and hear.  The employee frequently is required to walk.  The employee is 
occasionally required to stand and reach with hands and arms.  The employee may occasionally lift and/or 
move up to 10 pounds.  Specific vision abilities required by this job include close vision. Periodic travel 
to company events and branch offices may be required. A level of travel may be expected with job 
responsibilities covering a geographic area that includes the States of Oregon and Washington. 
 
How to Apply 
Apply online 
Application open until filled 
For more information about Craft3 and our Benefits visit our website at:  
www.Craft3.org/Careers/benefits  
 
Craft3 is an equal opportunity employer; women and minorities are encouraged to apply. 
 

https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=4004523b-0570-402f-bc1c-f81f77519451&ccId=19000101_000001&jobId=293485&source=CC3&lang=en_US
http://www.craft3.org/Careers/benefits
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