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THE

MINT

NATIONAL BANK

The International MINT LPO & VIP Center
10333 Harwin Dr., Suite #630, Houston, TX 77036
The MINT National Bank currently has the following position open.
Executive Assistant to the President of LPO

JOB DESCRIPTION

Performs a variety of administrative and operational duties in a professional independent environment

to support/assist the President of LPO to manage the LPO’s day to day core business. Normally, the
core business of the LPO consists of packaging of loans, underwriting, pre-approval and post-
approval, closing of the loans and managing of the loan portfolio, plus construction loan
funding. Managing of the LPO’s loan portfolio including but not limited to conducting annual
loan review, collecting of loan payments, clearing both of the related financial and
documentation exceptions. Hence, there will be a lot of interpersonal activities and project/loan

case management as well.

OTHER DUTIES INCLUDE

v Assist with various bank deposits account opening in accordance with the mstructions from the

Bank’s Kingwood office

v Accept other duties as deemed necessary by the President of the LPO in accordance with the

Bank’s policy.

MINIMUM QUALIFICATIONS

v College degree preferable in accounting, finance or other business majors. Will consider other

majors if proficient in IT area.

v proficient with Microsoft applications such as Qutlook, Word, Excel, Power Point, and some basic

understanding of Access is a must.

v 1-2 years’ experience in loan administration preferred but not mandatory.
v Strong organization skills, able to work independently and flexibly have maturity and experience in

dealing with people and complex situations.
v Strong willingness to learn and work hard

v Strong verbal and written communication skills, and detail oriented
v bilingual in English and Mandarin/Cantonese is a must

Interested Party please e-mail your resume to ringo.kwan(@themintbank.com
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