
 
 

POSITION DESCRIPTION 
 

Job Title: Lending Intern 

Reports to:  Community Lending Manager Date: Revised: March 2021 

POSITION SUMMARY    

Under the supervision of the Community Lending Manager, the Lending Intern supports the 
lending team during our busy summer season. The Lending Intern shadows all roles in the 
lending team to gain exposure to mission-driven financing tools that serve our metro 
communities. This role will work in our loan origination system to support efficient use of 
templates to streamline customer documents and provides general support to the lending team. 
The role researches homeownership-related professional groups and nonprofits to broaden our 
outreach to BIPOC communities and host virtual lending services orientations.  
 
This position is funded by the Nonprofit Lender Internship Grant, the purpose of which is to 
support an internship experience for the next generation of community development lenders, 
supplement capacity in the nonprofit lending space, and support the development of a diverse 
pipeline of talent in the banking industry.  

PRINCIPAL DUTIES AND RESPONSIBILITIES    

 Participates in shadow days with staff throughout lending and loan servicing teams.  
 Reviews current lending product offerings and creates lending templates in the loan 

origination system (Calyx Pointe). 
 Reviews pre and post-closing file review to ensure all customer files are complete and 

accurate. 
 Researches specific organizations, real estate-related professionals and community 

contacts within communities of color to generate new outreach opportunities. 
 Develops a brief orientation on NWHP lending services geared towards industry 

professionals such as realtors, lenders, counseling agencies, etc.   Presents three 
orientations during the internship period.  

 Attends homebuyer education workshop to better understand the homebuying process 
and the housing professionals involved. 

 Supports applicants as they navigate our online Compass portal, account set up, document 
upload, completion of online application. 

 Maintains adherence to all guidelines related to confidentiality. 
 Performs other duties, as requested. 

 



 
 

QUALIFICATIONS:    

Required   
 Pursuing a bachelor’s degree in a business related or IT field with a minimum GPA of 3.0 
 Strong written and verbal communication skills. 
 Ability to work effectively in a culturally diverse community, work well under pressure on 

deadline and adapt to changing situations. 
 Flexible, detail-oriented with the ability to proficiently learn new software applications 

Desired 
 Fluency in two or more languages (including English). 

Physical and Schedule Requirements 
 Primarily a seated, computer-centric position. 
 Reasonable accommodations may be made to enable individuals with disabilities to 

perform the assigned and essential functions. 
 Ability to work remotely and in NWHP office locations. 

 
All employees are responsible for following applicable NeighborWorks Home Partners policies and procedures as defined 
by their manager or Employee Handbook. 

DISCLAIMER: The above statements are intended to describe the general nature and level of work performed by employees 
assigned to this position. They are not intended to be an exhaustive list of all duties, responsibilities, and qualifications.  
Management reserves the right to change or modify such duties as required.   

  



 
 

Acknowledgement  
I have received a copy of the Lending Intern job description and understand my job duties and 
responsibilities. 
 
 

Employee Name 

 

Employee Signature 

 

HR USE ONLY:  

Exempt                     Non-Exempt 

Full-time                   Part-time (# of hours __) 

Supervisor                Non-Supervisor 

Permanent                Temporary 

 
  


