
 

 
 

 
 

 
 State of California 
Department of Resources Recycling & Recovery (CalRecycle) 
CalRec ycle 109A (Rev. 7/14) 

DUTY STATEMENT 
Classification:  Staff Loan Officer (Specialist) (24-Month Limited-Term) Position Number:  782-7481-002 

Division/Office/Section:  MMLA/FiRM/Financial Resources Section A 

Location: 1001 I Street, Sacramento, CA 95814 Effective Date:   

Employee's Name:  Vacant Supervision Exercised:   Yes   No 

Supervisor's Name:  Jim LaTanner 

Collective Bargaining Identifier (CBID):  R01 

This position requires the incumbent to maintain consistent and regular attendance; communicate effectively (orally and in 
writing if both appropriate) in dealing with the public and/or other employees; develop and maintain knowledge and skill 
related to specific tasks, methodologies, materials, tools and equipment; complete assignments in a timely and efficient 
manner; and, adhere to department policies and procedures regarding attendance, leave, and conduct. 
 
POSITION DESCRIPTION: 
Under general direction of the Senior Loan Officer (Supervisor), the incumbent works independently to perform the more 
difficult, complex, and sensitive program responsibilities to administer direct loans to government and business entities.   
 
ESSENTIAL FUNCTIONS 
 
45%  Act as lead to assist staff with the initial intake and analysis of prospective government loan applicants. Perform 

tasks associated with loan application analysis and determine fiscal soundness of proposed use of funds:  
Analyze government financial statements, real estate and equipment appraisals, environmental property 
reports; and coordinate lien positions and loan structuring with other lenders financing the same business and 
project.  Assist loan prospects in preparing a complete loan application package.  Work with other internal staff 
and local government Permitting Offices to ensure business is aware of and obtains appropriate business 
permits for proposed siting and/or expansion of a manufacturing facility.  Develop and establish policies and 
procedures to provide loans to local government entities, create a government loan application, develop a local 
government agreement template, write a procedures manual for providing loans to local government and train 
existing Loan Officers on how to analyze and process local government loan applications.  Market the loan 
programs.   

 
20%  Monitor borrower compliance with the loan terms and conditions.  Assist with the collection of non-performing 

loans.  Provide recommendations on the more complex loan modifications and assist with the discharge of 
defaulted loans and liquidation of assets to pay down the loan balance.  Process loan modifications as needed. 

 
15%  Act as lead on file audits and the loan agreement tickler system for complete documentation, ensure 

compliance with all loan terms and conditions, and conduct current collateral valuation and financial statement 
analysis. 

 
10%  Act as lead over the loan documentation and servicing staff.  Assist with the creation of a Loan Documentation 

and Servicing Desk Manual. 
 
MARGINAL FUNCTIONS 
 
05% Participate in meetings and provide expertise and input to enhance the loan program. 
 
05% Provide information on other financial services and industry standards to loan staff. 

 



 

 

I have read and understood the duties and essential functions of the position and can perform these 
duties with or without reasonable accommodation: 
 
Employee Signature: 

Date: 

I certify that the above accurately represent the duties of the position: 
 
Supervisor Signature: 

Date: 

PERSONNEL USE ONLY:  This personnel transaction has been reviewed and approved by:  

C&P Analyst: Date Approved: 
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