Sample Loan Administration Manager Resume
Sergio B. Kobayashi
758 Prospect Street
Landisville
New Jersey - 08326
Tel: (856) 697 0288
Email: serigo.kobayashi@simple-email.com
Objective:
I am looking for a suitable opening with your organization as a Loan Administrator, with challenging responsibilities, which would bring out the best in me, and help to make a significant contribution towards organizational growth.
Career Summary:
I am an experienced finance professional with 4 years of experience.
· Specialization in credit management
· Extensive knowledge of loan and related services
· Interpersonal skills
· Effective communication skills
· Ability to work for diverse loan segments
· 3 years of experience working in banking institutions
· Comprehensive exposure to banking practices and related government policies
Work Experience:
Credit Administrator
Bank of America, Lackawanna Blvd., Montclair, NJ
(2009 - present)
Duties and Responsibilities
· Assist Credit Manager in day to day activities
· File and maintain records of all credit requests
· Communicate with clients/customers for loan re-payment
· Maintain relationship with corporate customers and individuals for any query
· Coordinate with on-field sales team in providing necessary information
· [bookmark: IL_AD1]Maintain a complete portfolio of all loan applications, customer profile, payment records, and update the same in bank's online system
· Prepare monthly and daily financial statements for analysis
· [bookmark: IL_AD3]Assist customers in filling the loan application request forms
· [bookmark: IL_AD5]Interdepartmental communication for loan approval, scrutiny of documents, liability statement, re-payment, and other transactions
· Assist the Credit Manager in collecting and assimilating the information about competitors and market trend.
Assistant Loans Administrator
Chase Credit Agency, Valley Road, Montclair, NJ
(2008 - 2009)
Job Responsibilities
· To help the customers and clients in filling the loan request forms and filing the relevant documents
· Scrutinizing the documents submitted by loan customers for authenticity and validity
· Monitor loan accounts for loan disbursements and re-payments
· Communicate with clients and loan customers for any queries
· Explain the terms and conditions to customers, if asked
· Coordinate with on-field sales team
· Visit corporate offices if required for loan queries or related transactions, or document submission
· Enter all transaction in the records and accounting journals
[bookmark: IL_AD4]Educational Qualifications:
Course: MBA (masters in Business Administration) with major in Finance
Institute: Mercy College of Business Studies, Bloomfield Blvd., West Caldwell, NJ
Term: 2006 - 2008
Course: B.Com (Bachelors in Commerce)
Institute: San Joaquin Valley College, Bloomfield Blvd., West Caldwell, NJ
Term: 2003 - 2006
Professional Skills:
· Credit management specialization
· Extensive knowledge of loan and related services
· Ability to work for diverse loan segments such as housing loan, business loan, personal loan, etc.
· In-depth exposure to banking practices and related government policies
· Well versed MS office
Personal Skills:
· Interpersonal skills
· Effective communication skills
· Meticulous work approach
References:
References would be provided on prior request.
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I confirm that the details given above by me are true to the best of knowledge and belief.
	Name: Sergio B. Kobayashi

	Signature: ####
	Date: March 07, 2012
	Place: Landisville, NJ



