
FIRST STATE BANK OF LIVINGSTON 
 FULL-TIME LOAN SECRETARY 

MAIN BANK 
CLOSES 09/25/2026 

 
WE HIRE VETERANS 
 
Responsibilities:  

• Provide quality, efficient, friendly service promptly 
• Greet customers, answer questions and direct them to appropriate department 
• Answer incoming calls and transfer to appropriate personnel in a pleasant and professional manner 
• Act as receptionist to loan customers, perform general secretarial duties 
• Obtain credit reports as needed 
• Process, upload, and maintain loans  
• Answer and screen phone calls for Loan Officer 
• Prepare and mail past due correspondence 
• Prepare and mail Notice of Adverse Action when application is denied 
• Scanning and filing documents 
• Perform a variety of duties to provide existing and potential customers with appropriate and accurate 

services while ensuring confidentiality and the security of information 
• Promote the bank’s products and services.   
• Follow established policies and procedures for the position and operate within compliance with federal 

regulations.  
• Duties may evolve over time to support departmental goals, new products, and changing operational needs. 
• The employee may be assigned to different functions within the department, as necessary. 

 
Requirements:  

• high school diploma or equivalent  
• One to three months of loan secretary experience is preferred. 
• Pass background check 
• Proficiently using computers for processing customer transactions, word processing and spreadsheets 
• Frequently uses calculator, copier, scanner and fax machine 
• Must be capable of accurate typing at a computer keyboard 
• Familiarization with loan requirements is also required. Loan documentation will be under the supervision of 

a Loan Officer so detailed knowledge is not a mandatory prerequisite 
• Dits for extended period of time 
• Interact with others 
• kneels/squats, bends/stoops, pushes/pulls, twists, and transfers up to 10 pounds. 
• Must be discreet and trustworthy 
• Consistently positive, cooperative, self-motivated, courteous and professional attitude is an essential 

function of this position 
• Must treat others with respect and in a professional manner 
• Must like people and enjoy helping them since there is frequent customer contact 
• Expected to work as a team player and roll up sleeves and pitch in as necessary to get the job done 
• Must pay attention to details and not become rattled when there is more work to do than can be completed 

on schedule 
• Should regard coming to work on time, working shift as scheduled, and leaving at the scheduled time as 

essential functions of job.   
 
Rotating Shifts: Monday – Friday 8:00 a.m. to 4:30 p.m. and every 4th week being Monday-Friday 
9:00 a.m. to 5:30 p.m. Management reserves the right to change the schedule. 
 
All qualified applicants will receive consideration for employment without regard to race, color, 
sex, sexual orientation, gender identity, religion, national origin, disability, veteran status, or other 
legally protected status.  

APPLICATIONS MUST BE SUBMITTED TO HUMAN RESOURCES BY THE END OF THE DAY ON 09/25/2026 

You may pick up an employment application at any of our branches or apply online at 
https://www.workintexas.com.  

https://www.workintexas.com/










EE0-1 Self-Identification Form 

First State Bank of Livingston is subject to certain governmental recordkeeping and reporting requirements for the 
administration of civil rights laws and regulations. In order to comply with these laws, First State Bank of 
Livingston invites applicants to voluntarily self-identify their gender, race and ethnicity. Submission of this 
information is voluntary and refusal to provide it will not subject you to any adverse treatment. The information will 
be kept confidential and will only be used in accordance with the provisions of applicable laws, executive orders, 
and regulations, including those that require the information to be summarized and reported to the federal 
government for civil rights enforcement. When reported, data will not identify any specific individual. 

This data is for periodic government reporting and will be kept in a Confidential File separate from the Application 
for Employment. 

(PLEASE PRINT) Date: ___________ _ 

Position(s) Applied For: 
- ---- ---- -------- --------- ---------

Location of Position: 
- -------------- ----------------- ----

Referral Source(s): BState Employment Agency □Friend nRelative
□company w'eoiite 

Name: 

Wal.k-ln 
�ther 

- --------- ------------ ----- ----

Phone 
--- -------------- --------

LAST FIRST MIDDLE 

Address: 
--------------------------------- ---- ----

1. Gender

2. Ethnicity

3. Race

NUMBER STREET CITY STATE ZIP CODE 

□Female

Are you Hispanic or Latino? Aperso110JC11ba11, Mexican, Puerto Rican, Ce111ral orS0111h 

□ 
American, or other Spanish c11/t11re or origin, regardless of race. 

Yes, I am Hispanic or Latino. 0No, I am not Hispanic or Latino. 

IMPORTANT- !fyou checked "No, I am not Hispanic or Latino" on #2, then check one or more of the following, as they apply: 

Owhite 
A person having origins in any of the original peoples of Europe, Norlh Africa, or the Middle East. 

□Black or African American
A person having origins in any of !he Black racial groups of Africa. 

Dmerican Indian/ Alaskan Native 
A person having origins in any of the original peoples of Norlh America and South America (including 
Cenlral America), and who maintains tribal affiliation or communily attachment. 

□Asian
A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian 
subcontinent. 

0Native Hawaiian or Other Pacific Islander 
A person having on gins 111 any oft he original peoples of Hawaii, Guam, Samoa, or other Paci.fie Islands. 
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