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 Class Specifications 
 for the class: 
 
 HOUSING LOAN SERVICES OFFICER 
 
 
Duties Summary: 
 
 Plans, coordinates and supervises the processing, servicing, 
rehabilitation and collection activities of the State's Hula Mae, 
Act 105 and other mortgage loan programs; directs, monitors and 
maintains mortgage loan portfolio activities; and performs other 
related duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class reflects responsibility for directing and 
supervising the Loan Servicing Section of the Hawaii Housing 
Authority.  The functions of the section include monitoring the 
Loan Services' collection efforts, purchasing individual mortgages 
after assuring that all legal, procedural and documentary 
requirements are met, processing assumptions, title changes and 
prepaid mortgages, and directing foreclosure activities, including 
the marketing of foreclosed properties. 
 
 The work involves determining program priorities, 
recommending policies, and establishing procedures and guidelines 
relative to the management of the State's mortgage loan portfolio. 
 The position in this class is subject to general direction and 
supervision and supervises a staff engaged in loan processing and 
servicing activities. 
 
Examples of Duties: 
 
 Develops and recommends policies; develops and implements 
operating procedures and guidelines; determines program 
priorities; directs the processing of mortgage loans and prepares 
recommendations regarding the approval/disapproval of loan 
applications, loan purchases, assumptions and title changes; 
monitors the servicing lenders and initiates the institution of 
rehabilitation or foreclosure procedure of delinquent loans; 
directs the enforcement of owner-occupancy requirement of the Hula 
Mae and Act 105 programs; coordinates the activities of the 
servicing lender, attorney, commissioner, sheriff's office, 
mortgage and hazard insurance companies and mortgagor on Deed-in-
Lieu of Foreclosure and foreclosure transactions; maintains 
effective relationships with private and governmental lenders, 
mortgage insurers, attorneys, realtors, escrow and title 
companies, trustee and the general public in connection with the 
administration of the program; coordinates the activities of the 
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Real Estate Owned program to include the acquisition, marketing 
and filing of appropriate mortgage insurance claims; coordinates 
activities with other units in the organization to insure timely 
progress of transactions; responds to inquiries from lenders, 
realtors and general public regarding policy interpretations of 
the Hula Mae and Act 105 programs; supervises and trains 
subordinates; reviews and rates employees' job performance; keeps 
abreast of State and federal legislation affecting the financing 
of housing programs for the lower and middle income families; 
keeps abreast of current loans, credit and collection practices 
and trends; attends seminars and conferences; and prepares 
operational reports. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Single-family mortgage loan procedures, 
methods and principles; pertinent laws, rules and regulations 
governing financing and collection of loans; report writing; 
public relations; and principles and practices of supervision. 
 
 Ability to:  Plan and supervise loan servicing operations; 
develop operating procedures and guidelines; analyze data and draw 
sound conclusions; perform various calculations with regard to 
mortgage financing; prepare clear and complete report; and 
establish and maintain cooperative relationships with others. 
 
---------------------------------------------------------------- 
 
 This is the first specification for the new class HOUSING 
LOAN SERVICES OFFICER. 
 
 
Effective Date:  June 16, 1987 
 
 
 
DATE APPROVED: 6/15/87       /s/ Alfred C. Lardizabal   
           ALFRED C. LARDIZABAL 
      Director of Personnel Services 
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