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P O R T F O L I O  C A S E  M A N A G E R

Department:

Location:

Working hours:

Contract:

Salary:

Portfolio Management

Alaska House, Dunnings Bridge Road, L30 4AB

9am - 5pm

Permanent

Competitive

Hope Capital are a small to medium enterprise that 
specialises in bridging lending with a reputation 
for service excellence.  Hope Capital will lend for 
almost any purpose, from investment property 
purchase to refurbishment and development.

For over 10 years we have been supporting brokers 
and their clients achieve their ambitions through 
short term bridging loans.

What sets Hope Capital apart is our experienced 
and skilled team who take a common sense and 
collaborative approach and who are dedicated to 
delivering service excellence. 

We offer a competitive product proposition and are 
completely transparent about the lending process 
from the outset.

COMPANY

JOB DESCRIPTION

To monitor and maintain post completion accounts across various properties from residential, development 
and commercial, ensuring clients adhere to the original loan agreement.  To review and update loan cases 
and documentation ensuring the loan is on track to redeem on time. To forge relationships with clients and 
stakeholders whilst communicating effectively.

KEY RESPONSIBILITIES

 D Administration of new and existing loans 
including case set up and issuing introductory 
correspondence to borrowers.

 D General administration of electronic files, 
ensuring all required legal documents are 
on file and all correspondence received is 
organised correctly.

 D Proactively monitor and review loans, taking 
appropriate action where a risk has been 
identified that could affect the performance 
and redemption of the loan.

 DMaintain and update electronic case records 
and data.

 D Instruct appointments with asset managers, 
review their reports to identify any risks and 
necessary action to be taken.

 D Carry out mid-term searches for all loans.

 DMonitor waypoints, key events and loan 
conditions during the term of the loan.

 D Interact with clients via telephone and email 
to gather information and identify and resolve 
potential issues.

 DMonitor interest payment schedule and 
pursue and record payments.

 D Liaise with solicitors to facilitate repayment 
of the loan and prepare and distribute 
redemption statements.

 D Identify loans that may exceed their agreed 
loan term and alert the Head of Portfolio 
Management with options for remedial action.

 D Deal with any breaches or non-compliance of 
the loan terms.
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ADDITIONAL INFORMATION

 DWhilst predominately office based the 
occasional need to travel or attend events may 
feature.

 D Occasional need to work irregular hours and 
weekends as required to fulfil the above 
responsibilities e.g. events attendance.

 D To support company values of Integrity; 
Flexibility; Collaboration; Improvement and 
Customer Focused as embraced by the Hope 
Capital Mission Statement.

IF YOU WANT TO TAKE THE NEXT STEP IN YOUR CAREER,

COMPLETE THE FORM ON OUR WEBSITE AND UPLOAD YOUR CV:

 D Good written and oral communication skills to 
both individuals and groups.

 D Ability to work independently, whilst being 
part of a team.

 D Competent with capturing and scribing 
essential business data.

 D A positive ‘can do’ attitude to all Hope Capital 
business directives.

 D Desired knowledge of bridging finance and 
the commercial and residential property 
market.

 D Ability to use own initiative, strong 
organisation, work effectively under pressure 
and to meet tight deadlines.

 D Ability to work with a high degree of accuracy 
and attention to detail.

 D Excellent interpersonal, communication and 
customer service skills.

 D Ability to build and maintain relationships with 
third parties.

 D Able to manage time effectively and prioritise 
workload.

 D Able to cope with changing circumstances 
and work on several tasks at once.

 D Proficient use of Excel spreadsheets and 
Microsoft Office.

 D Ability to stay focused on the long term goal.

 D Attention to detail with data and policy 
adherence.

ESSENTIAL SKILLS WE NEED FROM YOU

GENERAL

This job description is a representative document. Other reasonable similar duties may be allocated from 
time to time to commensurate with the general character of the role and the business.
All colleagues are responsible for the implementation of Hope Capital Health and Safety Policy so far as it 
affects them, their colleagues and others who may be affected by their work.  The job holder will be expected 
to comply with, observe and promote the equal opportunities policy of Hope Capital.


