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Job Title: Residential Prime Mortgage Officer  

Department: Single Family Residential Mortgage Department 

Reports to: Manager, Residential Prime Mortgage Underwriting 

Location: Vancouver 

 

 
Equitable Bank is a federally regulated Schedule I bank with total assets under management of approximately 

$14.4 billion, over 400 skilled employees and proven capabilities in lending and deposit-taking. The Company’s 

integrated operations are organized according to specialty including core lending, securitization and deposit 

services. 

Why Equitable Bank? 
If you’re looking for a workplace where employees are passionate about their work environment, then read on. 

What sets Equitable Bank apart from other companies is its culture. We celebrate and embrace the fabric of 

diversity, the employee engagement process and collectively take pride in our business successes. Our 

commitment to our customers, our partners and our employees creates a stimulating and exciting atmosphere 

that generates innovative products and outstanding service quality. For that reason, Equitable Bank was chosen 

to be amongst the Top 100 Best Small/Medium Employers for 2015!  

We offer comprehensive benefits and compensation packages that recognize talent. In addition, we offer an 

education assistance program to enhance and enrich further career growth of our employees. 

Purpose of Job: 
The Residential Prime Mortgage Officer is responsible for maintaining and updating mortgage files from the 

issued commitment stage to the time the solicitor is instructed. This mainly involves assessing the accuracy and 

legitimacy of documents, following up in a timely manner with mortgage brokers to request outstanding 

documents and reviewing the completeness of files according to various policies and procedures. 

Responsibilities include:  

 Obtain and review for accuracy and legitimacy the required documentation with a strong emphasis on 

anti-money laundering (AML) and anti-terrorist financing (ATF) requirements, including but not limited to, 

income and down payment verification and client interviews. 

 Ensure that mortgage files are in compliance with the Company’s and the mortgage default insurers’ 

established lending policies and procedures as well as ensuring that legal, AML and ATF requirements 

have been satisfied. 

 Manage personal deal flow in order to meet prescribed deadlines. 

 Make diligent use of reports to track and manage the flow of all deals for his/her team. 

 Communicate with internal (underwriters, managers, administrators and mortgage sales staff) and 

external contacts (mortgage brokers, clients and mortgage default insurers) to ensure transactions are 

processed in a timely and efficient manner in order to meet agreed upon service levels while delivering 

superior customer service. 

 Monitor changes to deals and update files as required and communicate with appropriate parties 

apprising them of charges. 

 Ensure that Quality Assurance requirements and Compliance review queries are handled in a timely and 

accurate manner. 

 Assist other team members to ensure the team meets agreed upon service levels.  

Knowledge/Skill Requirements:  

 Sound thinker with the ability to multi-task. 
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 Excellent attention to detail. 

 Ability to follow AML & ATF practices. 

 Basic knowledge of mortgage default insurers’ lending programs and requirements. 

 Excellent time management skills. 

 Ability to thrive under pressure. 

 Strong written and verbal communication skills. 

 Ability to build relationships at all levels. 

 Displays pride in providing superb customer service. 

 Minimum of 1 year mortgage experience, preferably in the Prime mortgage market. 

 Proficiency in MS Office (Word and Excel). 

 Completion of a post-secondary degree, preferably in a financial field. 

 In-depth knowledge of mortgage funding and QA process are definite assets. 

 

Equitable Bank is an equal opportunity employer. We are committed to a diverse, equitable 

and accessible work environment. Any applicant who requires accommodation throughout the 

recruitment and selection process should make a request with their application. 


