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Job Description
JOB TITLE

MORTGAGE ADVISER    


REPORTING TO
MORTGAGE ADVICE MANAGER
REPORTEES

NONE
JOB PURPOSE

To provide a professional fully advised mortgage service in accordance with Society policy and procedures, providing high quality customer service and ensuring the delivery of positive customer outcomes whilst contributing to continuous improvement within the mortgage advice department.

KEY RESPONSIBILITIES

· Provide an effective and efficient point of contact for new and existing mortgage customers.

· Provide a fully advised mortgage service from initial customer factfind, recommendation  and application, prior to passing over to underwriting; 
· Deal with all customers with a mind to achieving positive customer outcomes, recognising vulnerable customers and acting appropriately. 

· Develop a comprehensive knowledge of Society lending and valuation policy and procedures operate within these requirements;

· Make customers aware of third party products and services relevant to their needs and circumstances;

· Liaise positively, proactively and constructively with Society underwriters and professional connections such as solicitors, valuers and insurers;

· Document and maintain comprehensive case file records to a high standard and within procedural guidelines;

· Accurately maintain and update customer data and mortgage account records;
· Contribute to the continuous improvement of service, systems, procedures and policy to ensure they meet and reflect the Society’s core values, risk appetite and business requirements.

· Monitor and report as required, including the continual update of internal tracking documents.

· Maintain and apply compliance knowledge relevant to the role.

· Undertake any other duties or projects that may be regarded as relevant to the job role.
SKILLS AND EXPERIENCE

· CeMap qualified (or equivalent)

· Excellent customer service skills
· Confident and convincing communicator 

· Strong administrative skills
· Excellent telephone skills/manner
· Planning and organising skills
· Attention to detail
· Ability to make well-reasoned judgements and decisions
· Team worker
· Self starter with a can do attitude
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