
 

 

 

 

Position Announcement: Loan Operations Coordinator   

Located in: Raleigh, NC 

Background 
Since 1987, the NC Rural Center has worked to improve the quality of life for the state’s rural people and 
places. We operate with the core belief that our rural communities have inherent cultural value and are vital to 
the overall economic health of our state. We recognize that the changing landscape of rural North Carolina 
brings with it significant challenges, but we also believe in the resiliency of our state’s rural people and their 
dedicated stewardship of the communities they call home.  
 
As part of this stewardship, we manage several intermediary small business capital programs that promote 
economic growth. The first is a suite of federally funded State Small Business Credit Initiative (SSBCI) 
programs which catalyzes investment across all 100 North Carolina counties in partnership with community 
banks and venture firms. The second is a small business loan participation program for Community 
Development Financial Institutions and Minority Depository Institutions across a seventeen state footprint, 
managed through CornerSquare Community Capital, a wholly owned subsidiary of the Rural Center. The third 
program, NC COVID-19 Rapid Recovery, is a partnership of eight CDFI lenders and support partners assisting 
businesses that have been impacted by COVID-19. Altogether, these small business capital programs total 
approximately $335 million in assets under management and are expected to exceed $500 million over the 
next five years.  

Position Overview 
The Loan Operations Coordinator is responsible for helping to manage the operational processes for the State 
Small Business and Credit Initiative (SSBCI) and CornerSquare. This process tracks from lender application 
through commitment to loan closing.  

Duties & Responsibilities 

 Create, edit and coordinate the completion and documentation of commercial loan requests.   

 Review all required program documents, underwriting, leases, property appraisals, closing documents, and 
collateral documents for adherence to guidelines.  

 Review final loan closing packages from lenders for completeness and adherence to guidelines prior to 
loan funding. 

 Maintain underlying contracts with partner lenders and ensure they are current and in compliance. 

 Develop a working knowledge of the loan system. Enter new loans, enter and track daily disbursement and 
collection activity, and provide reports and analysis. 

 Complete various internal and funder reporting requirements. 

 Train with all members of the team to have a working knowledge of the program’s accounting 
requirements, functions, and procedures, and the program’s loan servicing and investment processes. 

Hiring Requirements & Attributes 

 Three or more years of experience is required.  

 Strong capability with MS Office programs (esp. Word and Excel), comfort with spreadsheets and financial 
terminology, and the ability to learn new software applications. 

 Commercial loan-closing and documentation experience.  

 Working knowledge of community bank document origination systems a plus. 

 Paralegal experience is a definite plus. 

 Knowledge of lending practices and small business finance. 



 Good writing and analytical skills. 

 Excellent communication skills.  

 Two year accounting/business degree is a plus. 

 A team player who enjoys achieving results and has fun doing it. 
 
Compensation and Benefits: The NC Rural Center offers excellent benefits and salary commensurate with 
experience. Benefits include health, vision and dental insurance, retirement contributions, holidays, and paid-
time off. The NC Rural Center is an equal opportunity employer.  
 
How to apply: 

● Prepare a cover letter and resume, and email them as a Word or PDF document to 
hr@ncruralcenter.org; the subject line of the email should include your name and the position title.  

● Applications will be reviewed on a rolling basis and the position will remain open until filled. 
● For questions not covered above, you may contact Armeer Kenchen by emailing 

akenchen@ncruralcenter.org.  
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