COMMUNITY FOUNDATION FOR GREATER ATLANTA (the “Foundation”)
NONPROFIT LOAN FUND
LOAN FUND ADMINISTRATOR JOB DESCRIPTION

The Loan Fund Administrator is responsible for administrating the Nonprofit Loan Fund, a new program of the Foundation to provide loan financing to nonprofits in the greater Atlanta area, as part time contractor.
Summary of Duties

1. Assist in the Roll Out and Marketing Plan to introduce the Nonprofit Loan Fund to the nonprofit community.

2. Finalize and maintain Loan Fund application materials

3. Provide information about the Nonprofit Loan Fund to prospective applicants.
4. Organize and lead informational seminars on topics of financial literacy to existing and potential Nonprofit Loan Fund borrowers.

5. Review and analyze loan applications and make recommendations to the Nonprofit Loan Fund Advisory Committee (“NPLFAC”).

6. Notify loan applicants about the NPLFAC’s decision on applications.

7. Prepare the documentation package and work with the Foundation’s Finance Department to close and fund the loan.
8. File the necessary paperwork to ensure the Nonprofit Loan Fund’s collateral position is protected for each loan.

9. Manage Nonprofit Loan Fund operating budget.

10. Maintain Nonprofit Loan Fund files and records for each loan.

11. Provide periodic reports to the Foundation board and NPLFAC on the status of the loan portfolio.
12. Monitor the ongoing performance of outstanding loans and follow up with potential delinquencies or covenant violations.

13. Periodically review the loan documentation, eligibility requirements and other loan application materials to ensure they are still appropriate and relevant for the loans being made. Make recommendations on new or amended forms to the Foundation and NPLFAC.

14. Organize and lead informational seminars on topics of financial literacy to existing and potential Nonprofit Loan Fund borrowers.

15. Be available to work on loan requests on an unpredictable schedule that may vary from month-to-month.

Key Skill Requirements 
1. Excellent communication skills with the ability to interact with a wide spectrum of people in the community.

2. Excellent financial literacy and the ability to explain financial terminology to people with a broad range of financial knowledge.

3. Strong analytical skills and thorough understanding of accounting, especially for nonprofit finance.
4. Knowledge of nonprofit management a plus.

5. A background in both lending and portfolio management with a banking institution.

6. An understanding of legal issues related to loan documentation is a plus.

7. Bachelor’s degree and at least 8 years of financial experience in credit and/or portfolio management.

8. Working knowledge of Microsoft Word and Excel.  Quickbooks or other financial software knowledge is a plus.

Compensation 
The Loan Fund Administrator is a contracted consulting position and there are no benefits associated with the position.  The consultant will work approximately 30 hours/month for the first year. Contract review and renewal will be based on agreed upon objectives. 

Contact

Submit resume, cover letter including salary requirements, and two letters of reference to resumes@cfgreateratlanta.org. NO WALK-INS OR PERSONAL CALLS WILL BE ACCEPTED.

The Community Foundation for Greater Atlanta, Inc. is an equal opportunity employer and will not discriminate against any employee or applicant for employment in a manner that violates the law or the Foundation's personnel policies.

Deadline

March 5, 2010

