[image: A black background with green text  AI-generated content may be incorrect.]



Job Description  


	[bookmark: _Hlk177643327]JOB TITLE:

	
	Completions Coordinator



	DEPARTMENT:

	
	Underwriting



	REPORTING TO:

	
	Director of Underwriting, Compliance and Stakeholder Relations



	LOCATION:

	
	Office based (hybrid and flexible start/finish times)



	WORKING HOURS:
	
	Full-time



	ABOUT THE ROLE:

	

	Working alongside our Underwriting team, you will provide first class support and coordination to get cases from application to completion, ensuring all due diligence is managed and all loan conditions are met throughout the process. You will build strong relationships with our stakeholders, including brokers, solicitors, and valuers, ultimately contributing towards the continued growth of our business.





	[bookmark: _Hlk177738948]WHAT YOU’LL BE DOING:


	

	Day to day, you will:
Ensure smooth delivery of our lending process effectively manage due diligence by:
· Working closely to progress cases forward to completion by ensuring all relevant information is sought and tasks are optimally coordinated.
· Preparing accurate and professional offer documentation and ensuring all loan conditions are met throughout the lending process (including Land Registry, Asset and Liability searches). 
· Maintain CRM records regarding case status and ensure client/broker details are up to date and correct.
· Keep detailed records of the loans underwritten, assessment process and rationale.
· Review of valuation reports and internal due diligence reports
· Create, send, and chase Finvise invoices to borrowers and coordinate payment updates with Finance
· Instruct solicitors on request by Underwriters.
· Draft and review Loan Agreements.
· Send new ID Pal links, chase and save down ID documents, and request renewals for expired or invalid documents.
· Update Coordinator checklists on completions handover and maintain general pipeline (stages, dates, valuers, solicitors).
· Request valuation rely-ons and re-run AVM/desktop valuations for those due to expire.
· Re-run credit searches for those due to expire.
· Manage and triage the Underwriting inbox; answer and field calls as required.
· Update and manage video call schedules, book Zoom calls and send invitations and complete pre-completion video calls.

· Update solicitors on funding line; produce deal overview for funding completions.
· Update and send buddy lists for Underwriter absence coverage. 
· Instruct New Construction Inspection (NCI) walkthroughs when required.
· Support general training of new starters across the business. 
· To support assessing applications, carrying out due diligence as per company requirements, including but not limited to the client’s background information and final status.
· Prepare formal loan terms for issue to our panel of brokers/solicitors as and when required to support underwriters.


Building relationships across the Hope Capital family and with our stakeholders by:
· Professionally handling broker calls on specific cases under review; managing our customers’ expectations and constantly building our reputation and brand image
· Liaising with internal departments (Legal, Risk and Sales) and external parties (Surveyors, Quantity surveyors, Solicitors and Customers) to effectively manage the Hope Capital lending process.
· Liaise with Valuation Panels and Monitoring Surveyors to arrange quotes, and to formally instruct valuations and site inspections. Confirming inspections are booked, and reports are received within SLA.
· Liaise with solicitors ensuring relevant information is provided and professional opinions sought.
· Build and maintain effective relationships with internal BDMs/brokers/clients, keeping them informed of case progress throughout.
· Maintain relationship with partners (solicitors/valuers/ surveyors/ Monitoring Surveyors etc.



	NICE TO HAVE:

	

	· Experience in financial services
· Willing to learn and upskill in a fast-paced environment
· Previous experience in a fast-moving finance company within the regulated or unregulated business environment



	WHAT YOU’LL NEED:

	

	· Experience within the B2B bridging finance space
· Passion for Hope Capital’s products and knowledge of the competitive landscape
· Excellent people and relationship building skills, across all seniority levels
· A track record of prioritising projects.
· Detail-oriented and with strong analytical skills
· Ability to work well as part of a team, driven, relentless and a proven closer – you don’t take no for an answer
· Passionate approach to customer experience
· An eye for building new processes and challenging the status quo
· Love to solve problems and be challenged
· To be a constant learner. You will be always growing – both personally and with the team
· Ability to work on a hybrid model of office and home working, attending the office on additional days as and when required with reasonable notice
· Willingness to travel or attend events, working irregular hours including weekends as required as a Hope Capital representative



	WHAT WE OFFER:

	

	· Competitive salary: Annual pay reviews, bi-annual discretionary bonuses, and sales commission (if relevant)
· Flexible working: Hybrid work model blending home and office flexibility 
· Flexible hours: Varied start and finish times to suit individual needs 
· Generous holiday allowance: Increasing with length of service 
· Extra holidays: Additional leave for pivotal life moments like birthdays, weddings, and house purchases 
· Buy or sell annual leave: Option to purchase extra days or sell unused leave 
· Life & health plans: Including life assurance, income protection, and a healthcare cash plan 
· Rewarding long service: 3, 5, 10, 15, and 20-year anniversaries recognised with a monetary gift 
· Wellness window: An extended lunch break each month for well-being 
· Enhanced maternity & paternity leave: Supporting parents with additional leave benefits 
· Mutual respect & behavioural framework: Ensuring a positive and inclusive workplace 
· HOPE Collective: Our culture committee, dedicated to fostering an engaging work environment 
· Promoting mental health awareness: with dedicated onsite mental health first aiders 
· Values-driven rewards package: myHOPE our exclusive wellbeing and benefits portal 
· E-learning Platform: HOPE Academy, our digital hub for training, learning, and career development 




	OUR VALUES 
At Hope Capital, how we work is just as important as what we do. Our values guide every decision we make and shape the way we support our clients, partners, and each other.


	

	Honest 
We act with integrity, transparency, and respect. Whether with clients, colleagues, or communities, we communicate openly and uphold our commitments without compromise
  
Original-thinking 
We embrace creativity, innovation, and fresh perspectives. By staying curious and open to change, we challenge convention and lead with bold, future-focused ideas
  
People-driven 
Our people are our strength. We build trust-based relationships, prioritise well-being and development, and create a culture where every voice matters and everyone thrives
  
Empowered 
We create the conditions for individuals and teams to succeed. Through trust, accountability, and support, we enable each person to take ownership, lead confidently, and make a difference
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