
 
 
 
 Underwriting Specialist 
 
 
 
Summary: 
 
The Underwriting Specialist is primarily responsible for reviewing loan applications from individuals and 
businesses, calculating the credit risk, and recommending a decision on the application.  This Individual 
should be knowledgeable in most aspects of commercial and commercial real estate lending and has 
some capacity to offer expertise on loan structuring and financial assessment.  Based on their expertise, 
The Underwriting Specialist also should have capacity to support other Bank Staff in conducting financial 
analysis and some capacity in providing loan decisions and credit recommendations based on a review of 
all underwriting criteria including collateral, interest rate, loan structure, and fees.  The Underwriting 
Specialist should also be well trained in lending compliance and legal issues.  This person should also 
possess strong communication skills, and a strong knowledge of the preparation of financial 
spreadsheets and analysis of business and personal tax returns, balance sheets, profit and loss 
statements, credit reports, construction budgets, project economics, funding sources and uses, and 
appraisals. The Underwriting Specialist should also be proficient in the use of Word and Excel software 
applications.   
 
The Underwriting Specialist should also possesses the skills and knowledge necessary to perform many 
aspects of due diligence related to structuring and underwriting a loan request and preparing a credit 
approval package from review to approval.  These packages shall be use by the Relationship Managers, 
Credit Administration Manager, Chief Lending Officer, Management Loan Committee, and the Directors 
Loan Committee in making credit decisions.  The Underwriting Specialist is considered an important 
member of the Deal Team in handling the client’s financial needs, ensuring that the overall client 
experience is favorable and that the Bank is in a position to expand the relationship.  In conjunction with 
the Relationship Manager, the Underwriting Specialist is responsible for all facets of effectively 
underwriting a variety of loan transactions including but not limited to construction, acquisition, and bridge 
loans on real estate properties.  The Underwriter  should possess a very good knowledge of evaluating 
the adequacy of funds for construction projects (Sources and Uses and Project Economics Assessment) 
as well as the ability to determine a project’s capacity to achieve permanent financing/takeout (if 
necessary).  The Individual must also have strong knowledge of commercial underwriting criteria and 
assessing an individual’s personal cash flow and financial position.  Knowledge of lending to Religious 
Organizations, Charter Schools, and Not for Profit Organizations is a plus.   
 
The primary responsibility is to give competent, thorough, courteous, and efficient customer service to 
both internal and external customers with a minimal level of direction, guidance and oversight.  The 
Individual is capable of quickly identifying gaps and issues in credit proposals, and creative in finding 
solutions.   
 
Duties include spreading and analyzing a customer’s financial information, assessing the collateral, 
conducting industry comparisons, assessing the risk rating, and preparing the business, personal and 
global debt service coverage calculations.  The Underwriting Specialist shall provide additional support as 
directed by the Chief Credit & Risk Officer.  
 
 
 
 
 



Qualifications: 

• Bachelor’s degree in accounting, business, economics, finance, or equivalent combination of
training and experience from a four (4) college or university.

• Minimum 5-7 years’ experience in Banking centered in financial analysis, deal structuring, and
relationship and loan processing management, with a minimum of 2 years underwriting varied
and relatively complex commercial and commercial real estate credit transactions.

• Strong oral, written, and composition skills.

Interested parties should submit their credentials to HRTeam@cityfirstbank.com or apply via our 
website at www.cityfirstbank.com. 


