
 

    

 

Coordinator, Loan Portfolio (14-month contract) 
 
Do you have administration experience?  
 
Do you have an eye like a hawk when it comes to accuracy and detail? 
 
Do you thrive in a deadline driven environment?  
 
Then you might just be the person we have been looking for! 
 
 
WHAT WE DO 
 
Futurpreneur Canada, (“Futurpreneur”) has been fueling the entrepreneurial passions of Canada’s young 
entrepreneurs for nearly two decades. We’re the only national, not-for-profit organization that provides 
financing, mentorship programs, business tools, and continual support to aspiring business owners aged 18-
39. Our internationally recognized mentoring program matches young entrepreneurs with business experts 
from a network of more than 2,800 volunteer mentors. 
 
 

WHAT YOU WILL DO 
 
As a Coordinator, Loan Portfolio you will contribute towards a balanced loan portfolio by accurately processing 
and maintaining loan and entrepreneur information. 
 
This is a 14-month contract position covering a maternity leave and will be located at our National Office in 
Toronto. 
 
 

OUR TEAM 
 
Futurpreneur is built on the foundation of supporting others, and our culture is a reflection of that. We are a 
group of diverse individuals with experiences across sectors but who are like minded and passionate about the 
work we do. Though our team members are located throughout Canada, our collaborative work environment 
ensures that we work, grow, and learn together. The service we provide to our clients leaves us with a deep 
sense of accomplishment, which spreads an energetic and positive atmosphere throughout the organization. 
 
In addition to salary,  Futurpreneur offers a comprehensive benefits package, health spending account, RRSP 
matching plan, learning and development program, parental leave top-up plan, and 3 weeks starting vacation. 
 

JOB SUMMARY 
 
Maintain Integrity of the loan portfolio for audit verification and client support 

 Prepare files for loan disbursements  

 Ensure loan advancement by accurately uploading disbursement information 

 Update all new files in  our CRM and TEA (loan processing system) 

 Prepare the annual audit confirmation letters for the auditor and assist with the process as needed 

 Refer entrepreneurs that are experiencing financial difficulties to the Client Support Analyst or Advisor 
and update in the CRM system as required 



 
Process and Report on Delinquencies and Loan Repayments 

 Assigning daily NSFs, using our CRM system, to the appropriate team member   

 Ensure that all missed repayments and administration fees are programmed in TEA (loan processing 
system) to reflect up-to-date loan balances 

 Send weekly clients’ loan repayments to the bank and ensure appropriate bank confirmation and bank 
support received 

 Collect, record and deposit payment cheques to the bank for loan accounts 

 Provide and support the NAV system (Finance) with daily reporting of transactions  and balancing 
including the new line of credit requirements 

 Manage the dashboard for loan repayments which is relied on for accurate support of all clients and 
the loan team 

 
Support Internal and External Stakeholders   

 Monitor personal, loan and fax email to provide loan statements and loan information to entrepreneurs 
within 24 hrs  

 Monthly reporting of restructure and write-off reports to the National Office, CFO and COO 

 Prepare paid in full letters and distribute to entrepreneurs via regular mail and update the CRM system 
with information 

 Provide daily reporting of key transactions to finance department 

 Manage the stakeholder relationship and standard file retention protocols- Record Express loan files 

 Maintain the stakeholder relationship for our loan system provider TEA Common goals Software  
 

OUR IDEAL CANDIDATE WILL HAVE: 
 
Job Requirements 

 Bilingual, English and French 

 You have a post-secondary education in Finance, Business Administration or related discipline and a 
minimum of 1 year experience in a related position  

 You have mastered Microsoft Office, and are at an intermediate level with Excel  

 You have an eye like a hawk when it comes to accuracy and detail 

 You are able to work with others in a supportive, professional and cooperative manner, as well as 
independently 

 Your stellar organizational skills mean you can handle multiple tasks with varying aspects  

 You have a track record of contributing ideas and implementing process improvements 
 

Nice to Have`s 
 You have experience in the not-for –profit industry  

 You’ve worked with a  CRM system in the past 

 You’ve previously worked in banking administration 

 You have current knowledge of Futurpreneur programs  

 You’re a dynamic and eager individual who loves to learn 

 
 
How to Apply 
 
PLEASE SUBMIT YOUR RESUME HERE  with cover letter and outlining salary expectations by 
11:59pm EDT on July 25, 2016. 

We thank all applicants for their interest, but only candidates receiving serious consideration will be contacted.  
No phone calls or agencies please. 

https://www.fitzii.com/apply/7883?s=li

