
 

JOB DESCRIPTION 

 

LOAN MANAGER 
 

 

 

 

 

Summary 
 

Local Enterprise Assistance Fund (LEAF) seeks a driven, organized, and collaborative Loan 

Manager to join our team. The primary objective of this position is to organize and grow our 

loan portfolio using new database systems and responsible lending practices. A successful 

Loan Manager will balance the communication and time-constraints of potential borrowers 

and fellow LEAF staff in order to coach borrowers through the lending process and deliver 

loan packages on time. Opportunities for advancement and added responsibility may be 

available, depending on performance. This is a full-time employee position based at LEAF’s 

office in the Brighton neighborhood of Boston, MA. 

 

 

About LEAF 
 

LEAF is a certified Community Development Financial Institution (CDFI). We promote 

human and economic development by providing financing and development assistance to 

cooperatives and social purpose ventures that create and save jobs for low-income people. 

LEAF has three major lines of financing: 

 National lending to community-owned food cooperatives, cooperative housing, and 

worker-owned cooperative businesses. 

 Small business lending to growing businesses providing good jobs in communities of 

color in Great Boston.  

 Lending to healthy food businesses statewide by co-administering the Massachusetts Food 

Trust Program. 

 

LEAF also provides technical business assistance to small businesses to help them assess risks 

and growth areas. Since its founding over 35 years ago, LEAF has invested and leveraged 

over $122 million, resulting in the creation or retention of more than 10,300 jobs. 

Working at LEAF is great for those who love to learn, enjoy contributing to community 

development, and want to have a large impact on a smaller organization. Most important of 

all (depending on who you ask), LEAF has a hypoallergenic office dog, his name is Zeus, and 

he is amazing!  

 



 

 

The Loan Manager Position 
 

Responsibilities                                                                                                                   _ 
 

Underwriting and Loan Preparation—Learn LEAF’s loan policies and underwriting 

process in order to: 

 Interact with potential borrowers to answer questions about LEAF, the lending process, 

terms etc. 

 Maintain up-to-date information on borrowers in LEAF’s database systems  

 Organize and analyze financial information from potential borrowers 

 Research and describe potential borrower’s market, collateral value, competitors etc. 

 Prepare credit memorandums for approval, detailing the attributes of potential loans and 

the state of the business applying  

 

Financial Systems Administration—Work with accounting, lending, and operations staff 

members to help LEAF: 

 Implement a new loan management system for tracking loans (Portfol or DownHome 

Solutions) 

 Prepare ACH payment batches to agree with accounting and loan tracking systems  

 Ensure interaction among Salesforce, Quickbooks, and loan management software is 

smooth and accurate 

 

Outreach—Represent LEAF at business events and pursue other initiatives that can help 

identify potential new borrowers and capital sources for LEAF 

 

Other—Support LEAF’s functions through: 

 Assist in annual audit by collecting data from borrowers and helping write a portfolio 

review 

 Writing an occasional article for LEAF’s newsletter  

 Flexibility for other responsibilities as assigned 

 

Qualifications                                                                                                                      _ 
 

 Demonstrated commitment to social justice and LEAF’s mission 

 Bachelor’s degree in Accounting, Finance, Business or related field 

 1-3 years of experience in a lending capacity at a CDFI, bank, or other financial institution 

 Comfort navigating ambiguity and agility to reevaluate priorities as projects evolve 

 Strong planning and organizational skills 

 Exceptional attention to detail and the ability to anticipate and complete tasks in an 

accurate and thorough manner 



 

 Proficient with Microsoft Office and Google Suite products 

 Familiarity with SBA programs and lending a plus 

 Experience working with or studying any of the following is a plus: 

o Cooperative business (food co-op, housing co-op, worker co-op etc.) 

o Food value chain (grocery industry, food hubs, commissary kitchens, etc.)  

o Small businesses in general (<20 employees) 

 Previous experience with any of the following systems is a plus: 

o Portfol 

o DownHome Solutions 

o The CDFI Fund’s AMIS system 

o Quickbooks Premier 

o Salesforce 

 

 

Compensation and Benefits 
 

LEAF provides competitive compensation, adjusted for experience. Further benefits include:  

 Premium health and disability insurance, premiums 100% covered by LEAF 

 Performance-based annual bonus 

 Three weeks paid vacation annually  

 A brand new, very classy, very comfortable office 

 Friendly colleagues that are passionate about what they do and want to help you succeed 

 

 

 

Interested candidates should email Nathan Hixson at careers@leaffund.org with a resume 

and brief cover letter. 


