
San Antonio Citizens Federal Credit Union 
 
Job Description 
 
Job Title: Mortgage Originator 
 
Reports to: SVP, Business Development 
 
Summary: Performs the Mortgage Origination function for the credit union. Drives new business to the 
credit union through business development efforts focused on external and internal referral sources. 
Ensures prompt and courteous service to applicants, realtors and third party vendors. 
 
Duties and Responsibilities 

 
 Actively solicits new residential mortgage business through external sales calls and relationship 

building.  
 Develop and maintain a quality network of business relationships that serves as a recurring source of 

referrals for new mortgage lending opportunities.  The network should consist of a variety of real 
estate professionals, builders, professional and personal contacts as well as other valuable referral 
sources.  

 Serve as the credit union’s representative for the local Board of Realtors by attending local realtor 
functions such as but not limited to, sales meetings, mixers, and luncheons.  

 Consistently provide a high level of service by quickly building and maintaining trust with both 
borrowers and referral sources.  

 Meet with borrowers as necessary during various stages of the loan process, beginning with the 
initial application.  

 Review / Analyze credit and financial data, and determine borrower financing objectives and goals. 
 Present appropriate products and programs and explain guidelines. Explain pricing and lock rates as 

required. 
 Input mortgage application, lock rate when appropriate, create initial disclosures, and collect 

supporting loan documentation as required.  
 Identify appropriate opportunities to cross-sell additional credit union products and services. 
 Provide complete loan applications and clearly communicate with the processing team, to ensure a 

positive experience for all involved.  
 Partner with mortgage processing team to provide on-going communication to borrowers and third 

parties regarding loan status. 
 Maintain a thorough understanding of credit union products and services, to effectively educate 

applicants on a variety of solutions. 
 Develop an understanding of credit union history, philosophy, organization, by-laws, and operational 

procedures. 
 Ensure compliance with all credit union policies and procedures. 
 Possess a working knowledge of the Federal Lending Regulations, particularly related to mortgage 

lending. 
 Assist in any area as directed by management. 

 
 



Education 
 
 High School Diploma or equivalent 
 A minimum of 5 years’ experience in a credit union or financial institution, preferably in mortgage 

lending.   
 
Qualifications 
 
Knowledge  
 Demonstrated understanding of mortgage application, processing, underwriting and closing 

processes.  
 Knowledge of conventional and/or government lending guidelines, and a basic understanding of 

the secondary mortgage market.   
 Professional and effective interpersonal skills. 
 Knowledge of Federal Compliance Regulations governing Real Estate Lending. .   

 
Skills 
 Strong computer skills including experience across Microsoft applications. Previous experience 

utilizing mortgage software for communication purposes including application input, rate locks, 
credit analysis and loan status updates.  

 Must possess excellent verbal and written communication skills; to effectively communicate 
with members, fellow employees, and all others as needed. 

 Must possess excellent attention to detail and strong organizational skills 
 Solid time management skills and the ability to organize, prioritize, and work on multiple files 

simultaneously. 
 
Abilities 
 Ability to work under general supervision and in a team environment 
 Ability to work flexible hours as needed, to include some early mornings, evenings and 

weekends 
 Ability to adapt to different software applications as needed 
 Ability to perform mathematical calculations, solve payment problems, and research as needed 

 
Work Environment  

 
 Must be able to sit for an extended period of time 
 Must be able to utilize/view a monitor for extended period of time 
 Must frequently use a keyboard to enter data 
 Must have reliable transportation and the ability to travel to multiple locations as necessary 

 
Note:  The above information on this job description has been designed to indicate the general nature 
and level of work performed by employees within this classification. It is not designed to contain or be 
interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of 
employees assigned to this job. 
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