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	Job Description

	CREDIT ANALYST I

	Reports To: Business Finance Director
	FLSA Status: Non-Exempt

	Position Status: Regular, Full-Time
	Revision Date: December 2025



Summary 
The Credit Analyst I is primarily responsible for conducting the preliminary credit analysis by reviewing and analyzing tax returns, financial statements, and other documentation within the Big Sky Finance Loan Programs. This position will focus on financial loan analysis but may also perform  loan closing, servicing and business development responsibilities as requested. 

 Essential Duties and Responsibilities
To perform the job successfully, an individual must be able to perform each essential duty to a high level. Duties are performed with minimal direction or supervision from the Business Finance Director and are a representation of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

PRIMARY DUTIES
1. Work closely with Loan Officers to ensure applicant and project meet SBA 504 Loan program policies and eligibility.
2. Work closely with Loan Officers, third party lenders and applicants in collecting, preparing and reviewing materials for complete loan applications. Accurately set up all loan files upon receipt of application from Loan Officers. 
3. Perform credit/financial analysis as assigned by Loan Officers. Accurately and promptly perform analysis of business and personal financial statements and tax return with written narratives. 
4. Present final loan recommendation based upon complete financial analysis to loan committee for approval.
5. Complete collateral analysis, including environmental and appraisal reviews. 
6. Prepare and submit complete and accurate loan application package to SBA.
7. Assist with construction draw monitoring for new construction loans.
8. Work with Loan Officers to monitor and follow up on files to assure financial information is being received annually. Complete annual reviews of existing loan portfolio.
9. Stay current on loan programs and lending (federal and state) regulations as well as all compliance and organizational policies and procedures. 
10. Assist Loan Officers by pulling credit reports, UCC lien searches and flood certifications, as well as monitoring files for current insurance and property tax records.
11. Create and maintain loan servicing files.
12. Assist Loan Closing Officer with preparing and reviewing closing documents, ensuring they are complete, accurate and ready for the title company prior to the loan closing.
13. Assists with complex loan servicing actions such as payoffs, collateral releases, subordinations, deferments, and guarantor release. 
14. Assist Finance Director with various assigned tasks such as research requests for loan reviews and audits. 




GENERAL DUTIES
1. Support Big Sky Finance’s relationship culture through on-going customer and partner contact, quality customer service, and superior product knowledge.
2. Support the Loan Officers and Business Finance Director
3. Other duties as assigned

Required Knowledge, Skills and Abilities 
The requirements listed below are representative of the knowledge, skill, and/or abilities required. 

· Accounting and Finance — understanding of accounting principles and practices, commercial banking and the analysis and reporting of financial data. 
· SBA Loan Programs – understanding of the SBA 504 Loan Program and/or SBA 7a Loan Program and its requirements.
· Written and Oral Communications –Strong interpersonal and professional communication skills.  Successfully works with a variety of people at every level and communicates effectively in written form (email, letters), over the phone and in person.
· Detail Orientated – Ability to achieve thoroughness and precision when accomplishing a task while ensuring small details are not overlooked. Checks and double checks work for accuracy. 
· Customer and Personal Service — Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction. 
· English Language — Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and proper grammar. 
· Loan Management Software – Ability to learn and independently navigate the Ventures+ loan management system and other loan processing software.
· Analytical - Ability to spread and analyze financial statements of various types.  Ability to formalize an opinion from the statements and make a recommendation.
· Project/Process Management - Ability to handle multiple tasks at a time and under pressure in order to meet deadlines and work demand. Ability to accurately type and enter information into a computerized system.
· Office Equipment/ Computer/Technical – Proficiency in 10-key data entry, basic office and computer equipment, as well as an ability to use Microsoft Office Suite products. Intermediate use of Microsoft Excel.

Minimum Qualifications
1. Bachelor’s degree in Business, Finance, Accounting or related business field; or equivalent combination of education and job-related experience
2. 1-3 years credit underwriting/analysis experience preferred
3. 1-3 years commercial lending experience preferred 
4. Experience working with SBA loan programs preferred

Job Requirements
[bookmark: _Hlk514676712]Additional job requirements include:
1. This job may require work-related travel, with occasional overnight stays, by personal vehicle, rented vehicle or commercial transportation to participate in business-related meetings and/or trainings. Occasional driving may be required. 
2. Must have reliable transportation, be able to operate a motor vehicle, have a valid driver’s license, and can travel.
3. Office hours are generally 8 a.m. until 5 p.m. This is a full-time, salaried, exempt position. The weekly schedule may fluctuate as a result of early morning, lunch hour, or evening and weekend work. 
4. Work is performed in the Big Sky Economic Development offices as well as at client and other meeting or project sites.

Physical Demands
The physical demand described here are representative of those that must be met by an employee in order to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of this job. 
· The employee is regularly required to use hands to finger, handle, or feel; reach with hands and arms; speak with clarity; and hear.
· Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, ability to adjust focus, and ability to accurately depict data and figures.
· The employee is regularly required to use a computer terminal.
· The employee is frequently required to walk, sit, stand and balance.  
· The employee is occasionally required to stoop, kneel, crouch, or crawl.  
· The employee may occasionally lift and/or move up to 25 pounds. 

Working Environment
Work is in a standard office environment with noise levels that are usually moderate.  Working conditions require high attention to detail and deadlines frequently.  

The above statements are intended to describe the general nature and level of work being performed by the individual assigned this position. This job description is not intended to be an exhaustive list of all responsibilities, duties and skills of the employees in those positions(s). Duties, responsibilities and activities may change at any time with or without notice.
I have read and accept the duties and responsibilities as outlined. I have also been given the opportunity to discuss any questions or concerns regarding any or all of the above directly with my supervisor prior to signing this document. Further, I agree to notify my supervisor immediately in the event that I am unable to fulfill any or all of the duties as outlined above.
I understand that Big Sky EDA reserves the right to revise or change this job description as the need arises. I have reviewed this job description and received a copy. 

____________________________________	          ________________________________          ______________
Employee Signature			          Printed Name                                                        Date
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