POSITION DESCRIPTION

Settlement Conference Clerk

POSITION DESCRIPTION

Compliance Officer

Department: Default Services
Location: Rochester, NY

Classification: Nonexempt 





Reports to: Partner(s), Associate(s) and/or Paralegal(s)

Company Overview:

It is an exciting time to be at Woods Oviatt Gilman.  Through our continued growth, we work very hard to maintain an environment that is fun and a place to feel proud of while out in the community.  The firm recognizes the importance of work/life balance and many programs are in place to support that philosophy.

Summary
The compliance officer works with Sr. Management to establish and monitor processes, procedures and system controls to minimize risk related to default servicing and legal and regulatory compliance.  Coordinates compliance with contractual obligations and audit requirements and applicable state and federal regulations including those set forth by FNMA, FHLMC, FHA, VA, and other investor guidelines.

Duties and Responsibilities:
· Ensures that due diligence audits are performed maintaining compliance with all FNMA, FHA, VA and other investor requirements;

· Reviews and evaluates a percentage of completed files;

· Creates specialized reports, forms and documents;

· Performs post-closing file reviews and quality control reports;

· Provides results of quality reviews to Management.

· Follows internal controls

· Evaluates and advises the department head and supervising partner of daily unique situations

Minimum Qualifications/Requirements:

· Associates Degree and/or High School Diploma with commensurate administrative work experience 

· Thorough knowledge of FHA, VA, FNMA, and FHLMC servicing guidelines;

· Knowledge of managerial principles, practices and techniques

· Skill in the operation of a personal computer with Internet/Intranet, operating system, word processing, spreadsheet, presentation, calendar, and scheduling software;

· Ability to organize and monitor workflow;

· Ability to establish and maintain effective working relationships

· Ability to effectively communicate both verbally and in writing;

· Ability to maintain regularly scheduled attendance

· Ability to analyze information and recommend sound and effective solutions. 

· Applicants must be proficient in Microsoft Office Programs, including Windows, Word, Excel, Outlook, as well as Adobe or PDF Docs. Document Management software experience is also preferred.   
Core Competencies:  Dependability, attention to detail, good spelling, ability to meet deadlines in a fast paced environment, excellent verbal and written communication skills, ability to produce a professional work-product with minimal errors, ability to work independently, with little or no direction, to multi-task, prioritize and problem-solve, strong interpersonal skills, ability to work in a team environment, and good time management skills.
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