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Posi�on Descrip�on:  Loan Officer 
Reports to:  Director of Lending 

Status:  Exempt, Full-Time 

Hours: 8:30 AM – 5:00 PM 

Benefits: Eligible 

Loca�on: Fort Washakie, WY 

 

About Wind River Development Fund 

The Wind River Development Fund (WRDF) is a non-profit 501(c)(3) community development corpora�on 
that provides financial opportuni�es to s�mulate economic development on and near the Wind River 
Indian Reserva�on in Wyoming, promo�ng self-sufficiency, self-determina�on and an enhanced quality of 
life for the reserva�on community. WRDF is a cer�fied Na�ve Community Development Financial 
Ins�tu�on (CDFI) providing financial and development services that are o�en unavailable from 
mainstream financial ins�tu�ons. The Wind River Development Fund is a financially healthy, growing 
organiza�on with a commited Board of Directors and a dedicated staff.  
 

Posi�on Summary 

The primary responsibili�es of the Loan Officer are to provide internal and external support of the Wind 
River Development Fund's (WRDF) lending opera�ons. This includes overseeing elements of the loan 
origina�on, processing, and servicing, ensuring compliance requirements are met, while cul�va�ng viable 
borrowers, and directly suppor�ng WRDF clients. They will collaborate with staff and be engaged in 
community outreach. They may be assigned other responsibili�es in addi�on to those listed below as the 
posi�on evolves and at management's discre�on. 
 

Specific Responsibili�es 

Lending, Underwri�ng, Loan Processing (40%) 

• Loan client intake—facilita�ng the submission of complete applica�ons. 
• Underwri�ng loans and presen�ng to the Execu�ve Director and/or WRDF Loan Commitee. 
• Overseeing due diligence for loan processing; drawing up documents, filing liens, etc.   
• Oversee and manage loan payments. 
• Maintain contact with current borrowers, communica�ng about expecta�ons, and ensuring �mely 

loan repayment. 
• Overseeing exis�ng loans; responsible for management and tracking of exis�ng loans.   
• Underwri�ng loan restructures and managing collec�ons efforts as needed. 

Client Technical Assistance & Outreach (20%) 

• Providing direct technical assistance to loan applicants and other local small businesses   
Cul�va�ng viable new loan clients; working with new borrowers/clients on business plan 
development and comple�ng required elements of loan applica�ons. 

• Providing ongoing professional support to current WRDF borrowers. 
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• Genera�ng new client leads by mee�ng with community leaders and atending community events. 
• Provide entrepreneurship training/coaching as a means of cul�va�ng viable small business clients. 

Internal systems & Compliance Repor�ng (20%) 

• Enter loan transac�ons in TEA and verify for accuracy. 
• Submi�ng monthly credit repor�ng documents (Metro 2 reports). 
• Sending billing statements and collec�ons no�ces as needed. 
• Collect and submit grant repor�ng as needed. 
• Presenta�on of interim loan report to the Board of Directors at mee�ngs. 

Mountain Plains Regional Na�ve CDFI Coali�on (10%) 

• As Loan Officer, par�cipate in the Mountain Plains Coali�on Revolving Loan Fund and be a strong 
advocate for the Wind River Development Fund. 

• Build collabora�ve rela�onships with Coali�on member CDFIs and staff, share best prac�ces, and 
leverage the collec�ve knowledge of the Coali�on. 

• Leverage the resources of the Mountain Plains Community Development Corpora�on (MPCDC) 
and ensure that the WRDF is receiving significant value from the rela�onship. 

Miscellaneous/Administra�on (10%) 

• Maintain organized system for loan processing and tracking. 
• Contributes to the ongoing work of office/building needs.   
• Training/Personal Development: includes periodically atending events and trainings virtually and 

in person. 

Required Qualifica�ons 

• Bachelor’s degree or similar educa�onal and work experience. 
• Experience as a loan officer or similar posi�on. 
• Knowledge and/or training in underwri�ng, loan por�olio management, economic development, 

accoun�ng principles and financial reports  
• Excellent interpersonal and customer service skills.  
• Dependable, detail-oriented, and ability to make independent decisions that are in the best 

interests of the Wind River Development Fund. 
• Knowledge of and apprecia�on for Na�ve American communi�es, tradi�ons, and heritage are 

important elements of being successful in this posi�on. 
• Ability to priori�ze tasks and meet deadlines. 
• Demonstrated computer skills, including Google mail/calendar/contacts; Microso� office 

products (PowerPoint, Excel) 
• Demonstrated knowledge of and experience in Na�ve CDFIs and the broader CDFI industry. 
• Demonstrated computer skills with underwri�ng and lending so�ware, including TEA Loan 

Management so�ware and credit repor�ng systems. 

 

The Wind River Development Fund offers a compe��ve salary and full benefits, including medical, dental, 
vision, prescrip�on, life insurance, professional development support, and a re�rement plan with match. 
 

Please forward your resume to paul@wrdf.org. 


