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	Job Title:
	Product System Administrator 

	Salary: 
	DOE

	Position Type :
	Full-Time

	Open/Closing Date:
	 11-08-2016 – Open Until Filled 

	Education Requirements:
	· Bachelors or equivalent work experience 

	VACANCY ANNOUNCEMENT

	General Summary
Responsible for facilitating the effective use of computerized lending systems by applying comprehensive knowledge to support, automate and improve existing systems. Analyzes loan systems to identify and propose solutions which may include opportunities to automate functions, work with data team to streamline data interaction between systems, and provide accurate, efficient and effective processes for lending staff.   
Principal Duties and Responsibilities:
System Analysis 
· Sets up new products and services in the lending systems;
· Monitors the lending systems and insure setup options are accurate and up to date;
· Analyzes and trouble-shoots any lending system issues;
· Supports interaction between lending systems and third party products;
· Ensures integrity of systems in relation to member data privacy;
System Upgrade and Release Responsibilities
· Monitors the lending systems websites for any enhancements, updates or new functionality;
· Inputs and monitors all cases submitted to the lending systems vendor;
· [bookmark: _GoBack]Prepares test scripts and coordinates testing within the affected departments for any updates or enhancements to the lending systems.
Staff Training
· Provides loan systems training on a “go forward” basis based on new employee orientation or system update changes
Reports and Documentation
· Documents interfaces and interactions between the lending systems and other dependent systems
· Writes, modifies, and updates lending system forms and procedures as needed
· Creates lending system monitoring reports as needed
Qualifications
· Collage degree or equivalent work experience with a High School Diploma or general education degree (GED).  7+ (Seven) years’ experience in consumer lending in a small or similar financial institution.
PRIVACY AND CONFIDENTIALITY ARE REQUIRED AND STRICTLY ENFORCED – APPLICANTS WILL BE REQUIRED TO SIGN A PRIVACY AND CONFIDENTIALITY STATEMENT.

***ALL NEW HIRES ARE SUBJECT TO PRE-EMPLOYMENT DRUG SCREENING & BACKGROUND CHECKS. APPLICANTS WITH POSITIVE DRUG SCREEN RESULTS AND/OR NEGATIVE BACKGROUND CHECKS WILL NOT BE CONSIDERED FOR EMPLOYMENT. APPLICANTS MUST MEET THE MINIMUM REQUIREMENTS TO APPLY FOR THE POSITION.

Interested Candidates should submit a completed application and resume :
Plain Green, LLC
93 Mack Road; PO Box 270
Box Elder, MT 59521
Phone: 406-352-3313
Fax: 406-352-3314
Email: careers@plaingreenllc.com
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