
Universal Lending Corporation 
Job Description 

 

Job Title:  Senior Processor 
Department:  Retail – Fort Collins 
Reports To:  Regional VP Northern Colorado 
FLSA Status:  Exempt 

 
SUMMARY  
 
Provide quality loan processing, reviewing files for adherence to underwriting standards and 
ensuring completeness of submission by performing the following duties. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 

 
Process complex loan files, verifying accuracy of documents received and ordering missing 
documents, including credit reports, 1040's, appraisals, financial statements, W-2’s. Calculate 
income, accurately run AUS with the ability to read findings.  Make recommendations to loan 
officer or underwriter. 
 
Ability to manage pipeline to insure all dates are met, loan objection, appraisals, closing date etc. 
 
Work closely with loan officer to ensure quality service, including the effective handling of difficult 
telephone and personal inquiries. 
 
Keep abreast of company and investor policies and procedures. 
 
Submits complete mortgage loan application file for underwriting review and approval. 
 
Sends needs list, approval and denial letters to applicants. 
 
Submits approved mortgage loan file to mortgage Closer for settlement. 
 
 
SUPERVISORY RESPONSIBILITIES 
 
None 

 
QUALIFICATIONS   

 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements 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. 

 
EDUCATION AND EXPERIENCE 

 
Senior level position, with a minimum of 3 years processing.  Working knowledge of all facets of 
residential mortgage loans, including strong knowledge of underwriting criteria. 

 
 
 



COMMUNICATION AND WORK SKILLS 

 

To perform effectively in this position, incumbent must:  
 

 have good interpersonal skills; 

 have good communication skills; 

 have excellent writing skills; 

 have a good customer service attitude; 

 be a quick learner; 

 evaluate, suggest and implement change; 

 embrace technology; 

 embrace change 

 be able to work under strict deadlines; 

 maintain the highest level of confidentiality; 

 be detail-oriented; 

 have good organizational skills 

 
TECHNOLOGY 

 
Microsoft Outlook, Word, Excel, Internet Explorer; Encompass360 
 
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. 
 
Must be able to lift 10-15 pounds. 

Contact  
 
Stephanie Reicherts 
Regional VP of Northern Colorado 
sreicherts@ulc.com 
970.225.4707 office 
303.995.0186 cell 
 
https://www.ulc.com/FortCollins/aboutus/careers 
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