PART I DEPARTMENT OF PERSONNEL SERVICES 1.423
STATE OF HAWATT

Class Specification
for the Class:

EMPLOYEES' RETIREMENT SYSTEM MEMBER HOME LOAN ASSISTANT
(EMP RETIRE SYS MEM HOM LN ASST)

Duties Summary:

Provides technical support to the Employees' Retirement
System (ERS) Member Home Loan Program; explains loan policies and
procedures to the membership, financial institutions and real
estate organizations; examines and evaluates loan applications,
financial statements and loan documents submitted by financial
institutions to assure conformance with ERS loan policies and
procedures and Federal and State laws and recommends
approval/disapproval of loan purchase; recommends changes to
policies and procedures of the ERS Member Home Loan Program; and
performs other related duties as assigned.

Distinguishing Characteristics:

This class is distinguished by its responsibility for
providing technical support to the ERS Member Home Loan Program.
The purpose of the Member Home Loan Program is to facilitate the
investment of ERS funds in a well-secured, prudent, and
historically sound investment vehicle, and at the same time to
assist eligible members of the ERS in the purchase, construction,
or improvement of a principal home, the purchase of leasehold land
on which existing homes are located, and in refinancing certain
mortgage loans. Although, in accordance with the Hawaii
Administrative Rules, 6-27-10, the participating lending
institution is responsible for determining the credit worthiness
of each applicant, the sole position in this class examines and
evaluates loan applications and supporting documents sent by the
lending institution to reaffirm the applicant's credit worthiness
and ensure that all aspects of the transaction conform to the ERS
policies and procedures and to Federal and State laws. After the
position has reviewed and evaluated the loan package, it
recommends approval or denial of the purchase of the loan. The
position in this class also authorizes the lending institution to
proceed with foreclosure action on an ERS home mortgage loan.

In addition, the sole position in this class recommends and
Justifies changes to the Member Home Loan Program policies and
procedures; assesses the impact of changes suggested by others and
recommends action; and develops and implements procedures
necessary to carry out policy and procedure changes approved by
the Board of Trustees. The position also recommends adjusting the
allocation of investment funds to participating lending
institutions.
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Incidental work includes the review of applications for
commerical loans for completeness and accuracy of investment
contracts relative to policies and procedures set forth by the
Board of Trustees.

The position in this class is under the general supervision
of the ERS Administrator and Assistant Administrator. There is
regular contact with personnel of financial institutions, the
Attorney General's Office, other attorneys' offices, real estate
organizations and loan applicants and the employee in this
position assumes responsibility for harmonious and cooperative
relationships. The position also compiles data for reports
regarding loans, investment matters and other reports, as
required, and maintains various files for the Program.

Examples of Duties:

Advises members as well as financial institutions, real
estate organizations, and other interested or concerned groups and
individuals of the purpose and operations of the ERS Member Home
Loan Program and Mortgage Loan Program rules and policies;
determines if an applicant is eligible to participate in the
Mortgage Loan Program; reviews and evaluates applications and
supporting documents to ensure that the computations are accurate
and that all aspects of the transactions conform to the ERS
policies and procedures, Federal and State laws and to reaffirm
the applicant's credit worthiness; examines insurance policies to
ensure adequate coverage; examines and verifies appraisal reports
to determine adequate collateral; recommends approval or
disapproval of loan applications and mortgage documentation
offered by financial institutions for purchase; notifies lending
institutions of loan approvals or disapprovals; may suggest
alternatives which may result in approval of loan applications;
assures that all required documents are present and correct and
that land ownership and clear title are properly recorded at the
Bureau of Conveyances, etc.; follows up and resolves documentation
problems with attorneys and financial institutions; develops and
recommends new procedures and/or changes to existing procedures
and policies to adjust to changing industry conditions or to
conform with prevailing industry practices, rules and regulations
and Federal and State laws; assesses the impact of changes
suggested by others and recommends action; develops and implements
procedures necessary to carry out changes in policies and
procedures approved by the ERS Board of Trustees; informs
participating financial institution of their semi-annual
allocation amount and makes adjustments as necessary; compiles
data for reports and prepares Consent and Agreement document for
Trust transfers and investment contracts for review by the
Attorney General's Office; coordinates and conducts informational
meetings regarding the loan program for lending institution and
in-house staff; responds to written and verbal inquiries relating
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to mortgage loan policies and procedures; confers with borrowers
of defaulted loans to determine their willingness and ability to
resolve their delinquency and suggests alternative payment methods
to the borrowers to avoid foreclosure; performs preliminary review
for the participating Commercial Mortgage Loan Program and ensures
that all required documents and information are in conformance
with the requirements of the Board of Trustees; drafts contract
amendments; solicits quotations for investments from various
insurance companies, compiles and organizes data for reports;
prepares reports and correspondence; maintains various files for
loan and investment programs of the ERS; purges old files;
prepares and maintains storage records; and notarizes documents.

Knowledges and Abilities Required:

Knowledge of: Federal and State laws as they pertain to
mortgage and commercial loans and mortgage industry practices,
rules and regulations; methods of reviewing, verifying and
evaluating financial information; office practices and procedures;
mortgage loan documentation principles and techniques.

Ability to: Learn ERS policies governing mortgage loan
financing; work independently examining mortgage loan applications
for conformance with policy and statutory requirements; assess the
impact of existing home loan policies and procedures and recommend
changes; assess the impact of proposed changes and recommend
action; establish and implement procedures to carry out policy and
procedure changes approved by the ERS Board of Trustees; evaluate
and verify financial statements, credit reports, appraisals,
mortgage documents, insurance policies to ensure appropriateness
of information; recommend settlement of defaulted loans; explain
mortgage loan policies, procedures, statutory requirements, rules
and regulations to others; establish and maintain effective
working relationships with representatives of financial
institutions, and deal effectively with borrowers, attorneys and
others; communicate effectively orally and in writing.

This is the first specification for the new class, EMPLOYEES'
RETIREMENT SYSTEM MEMBER HOME LOAN ASSISTANT (EMP RETIRE SYS MEM
HOM LN ASST) .

Effective Date: November 16, 1985

DATE APPROVED: 8/9/90 /s/ Diana H. Kaapu
for ALFRED C. LARDIZABAL
Director of Personnel Services
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