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JOB ANNOUNCEMENT

Loan Funding Specialist
Position Summary:  Leading Micro Finance Company is seeking a Loan Funding/Customer Service employee. The position will maintain a busy schedule consisting of placing and receiving phone calls and emails with customers, staff and loan officers to coordinate loan disbursements. They will verify and enter financial data to prepare loan packages consisting of contracts, titles documents and checks that need to accurately and clearly review with clients. This is a vital role within the Company so the ideal candidate needs to be highly organized, detail-oriented, possess an aptitude for finance and maintain professionalism in the office.
Responsibilities:
· Receiving and resolving customer requests with a high level or respect  and accuracy
· Preparing and packaging loan documents for clients and making sure all their questions are answered

· Performs general clerical duties including, but not limited to filing, scanning, emailing and preparing correspondence.

· Deals with confidential and sensitive issues with a high level of professionalism.

· Performs other duties assigned by supervisor.

Qualifications:
· Native level English and Spanish

· High School Diploma or GED

· 1-2 years of experience in financial related customer service

· Proficiency using Microsoft Word, Excel and Outlook.
· Analytical skills and able to work with numbers

· Mature minded with a high level of confidentiality

· Legally eligible to work in the United States

Compensation and Office Location:  

· Competitive salary commensurate with experience.

· Medical, Dental, Vision, Life & Disability coverage 100% company funded for employees.  Family coverage also available.

· Tax deferred 403(B) retirement plan (some employer contribution);

· Paid vacation (increased with tenure), holiday and sick leave days.

· Public transportation or paid parking benefit.

· Location: Opportunity Fund’s headquarters in San Jose, CA. 
To Apply:
Interested candidates should email a resume and thoughtful cover letter to jobs@opportunityfund.org that includes how you heard about the position and “Loan Funding Specialist” in the subject line.

Diverse candidates are encouraged to apply.  Opportunity Fund is an Equal Opportunity Employer. www.opportunityfund.org
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