
 

 

This description is intended to describe the general content of and requirements for the performance of this position. 

It is not to be construed as an exhaustive statement of duties, responsibilities, or requirements. 

 

Evergreen Business Capital 

Open Position 
    

Title:  Business Advisor for Evergreen Business Capital Community Finance    Supervises: N/A 

Reports To: Program Manager for Evergreen Business Capital Community Finance    FLSA: Non-Exempt 

Hourly Rate: $33.65-$36.00 per hour, 40 hours per week       FTE: Full-Time, Regular 

When Needed: Immediately 

 

Evergreen Business Capital Community Finance is seeking a talented, engaging, and compassionate Business Advisor to help us 

advance our mission to provide superior economic development solutions that support small business stability, growth, and 

job creation, and our vision of a region of healthy, thriving communities where people are empowered to start, develop and 

grow businesses. We are looking for someone who can work effectively independently as well as part of a team. The person to 

fill the role of the Business Advisor is someone who prioritizes customer service, understands best practices in supporting small 

businesses in preparing loan packages, and can provide impactful coaching to small business owners. We are looking for team 

members who share our values of respect, professionalism, integrity and honesty, efficiency and effectiveness, and fiscal and 

social responsibility. 

 

Who We Are: 

Evergreen Business Capital Community Finance is a non-profit lender that offers financing solutions to support small businesses in 

our community. With offices and staff located in Washington, Oregon, and Alaska as well as North Idaho, we provide loans to small 

businesses throughout the Pacific Northwest, with a special focus on underserved communities. We offer term loans up to 

$250,000. Loans can be used for inventory, working capital, fixed assets, or other business needs and can be fully amortized.  

 

Evergreen believes that each employee makes a significant contribution to our success. That contribution should not be limited 

by the assigned responsibilities. Therefore, this role description is designed to outline primary duties and qualifications, but not 

limit the employee or the organization to just the work identified. It is our expectation that every employee will offer his/her 

services wherever and whenever necessary to ensure the success of our products and services.  

 

Job Summary: 

Under general supervision, the Business Advisor is responsible for supporting small business owners as they work with 

Evergreen Business Capital Community Finance for their business capital needs and throughout their business lifecycle. The 

Business Advisor provides high quality, client centered and compassionate business coaching to small business owners. The 

Business Advisor acts as the main customer service contact to market, intake, analyze, and package new loan applications. This 

role is responsible for analyzing worksheets, financial statements, and other documents to evaluate loan quality. The Business 

Advisor works with the Credit Team during the application process and follows up with the business owner. They will work with 

the borrower to provide assistance before loan funding as well as after or refer to other partner/providers if necessary. The 

Business Advisor ensures the integrity of documentation, reporting, and modifications of loans within the portfolio. The 

position is responsible for providing quality data for impact measurement.  The Business Advisor position is a hybrid role with 

the flexibility to work remotely, with an expectation to be at the Evergreen Business Capital main office (13925 Interurban 

Avenue South Suite 100, Seattle, WA 98168) minimum 1-2 days per week and travel regionally for customer site visits and 

outreach 1-2 times per month. 

 

General Responsibilities:  

• Manage loan development process for Evergreen Business Capital Community Finance 
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Evergreen Business Capital Community Finance 

• Maintain relationships with borrowers by providing business coaching, starting from the prospect stage through all stages 

of the life of the loan 

• Represent Evergreen Business Capital Community Finance at events and workshops to promote programs and services 

 

Location: The Business Advisor position is a hybrid role with the flexibility to work remotely, with an expectation to be at the 

Evergreen Business Capital main office (13925 Interurban Avenue South Suite 100, Seattle, WA 98168) minimum 1-2 days per 

week and travel regionally for customer site visits and outreach 1-2 times per month. 

 

Additional Responsibilities: 

• Adheres to Evergreen Business Capital Community Finance policies and procedures as well as Standard Operating 

Procedures from partner agencies 

• Establishes and cultivates community relations by maintaining open dialogue with all the company’s constituencies 

• Performs other duties as assigned 

 

Required Education & Experience: 

• High School Diploma or GED required 

• Bachelor’s degree or AA degree (equivalent experience may be substituted for degree) required 

• Experience in small business ownership, coaching, consulting, or advising required 

• Experience working with underserved business owners or communities is strongly preferred 

• Experience or coursework in finance, economic development, sales, marketing, management, accounting, or business 

administration is strongly preferred 

• Experience in a customer relations facing role preferred 

 

Required Knowledge, Skills, & Abilities: 

• Solid knowledge of business financials, financial analysis and business planning 

• Ability to provide client centered and compassionate business coaching 

• Ability to work independently, prioritize, and problem solve 

• Responsibility and sense of ownership of all projects and deliverables 

• Advanced mathematical and analytical skills 

• Constant reading, writing, speaking, and understanding English 

• Ability to work effectively as a team member and as an individual contributor 

• Excellent customer service skills 

• Attention to detail, prioritizing, and meeting deadlines 

• Excellent use of discretion 

• Excellent presentation skills 

• Excellent written, verbal, and interpersonal skills 

• Commitment to diversity, equity, and inclusivity 

• Proficient at working in a Microsoft Windows environment, using Office; ability to master common automated systems, 

and confidently learn new technology 

• Ability to sit and use a keyboard up to 8 hours per day and talk on the phone 

• Ability to lift up to 25 pounds 

• Ability to travel regionally up to 10% of the time in personal vehicle, mileage will be reimbursed at the IRS standard mileage 

rate 

 

How to Apply 

If this sounds like you, please your résumé and a cover letter indicating why you are interested in this position to Laura 

Fletcher, Managing Director of Evergreen Business Capital Community Finance at laura.fletcher@ebccf.org. Submissions will 

be reviewed on a rolling basis. To ensure full consideration, please submit your cover letter and application by October 21. 

Early applications are encouraged. 

mailto:laura.fletcher@ebccf.org
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Thank you for your interest in this position and in Evergreen Business Capital Community Finance. This position is open until 

filled. No phone calls or drop-ins please. 

 

Benefits 

Evergreen Business Capital offers a comprehensive and generous benefits package intended to support and promote the health 

and well-being, work/life balance, and financial security of our full-time (17+ hours/week) employees and their families. 

• Employer-Subsidized Medical, Dental, and Vision Insurance (100% for 32+ Hours/Wk. Employees; Pro-rated if <30 

Hours/Wk.; 50% for Dependents) 

• Employee Assistance Program 

• Section 125 Pre-Tax Health Care and Dependent Daycare Spending Accounts 

• Employer-Paid Short- and Long-Term Disability Insurance 

• Employer-Paid Term Life/AD&D Insurance 

• Voluntary Life/AD&D Insurance 

• Voluntary Supplemental Insurance 

• 401(k) Retirement Savings Plan with Employer Match 

• Paid-Time-Off 

• Professional Development 

 

Evergreen Business Capital is an equal opportunity employer. This means we do not discriminate in employment decisions or 

policies in violation of law on the basis of any legally protected status, including race, color, national origin, citizenship status, 

creed, religion, gender, national origin, age (over 40), marital status, physical or mental disability, use of a trained service 

animal, gender identity, sexual orientation, political ideology, HIV status, veteran status, or any other characteristic protected 

by federal, state, or local laws. Our policy of non-discrimination applies to all terms and conditions of employment, including 

but not limited to hiring, placement, promotion, termination, reduction in force, transfer, leaves of absence, compensation, 

and training. We comply with all applicable federal, state, and local laws that prohibit discrimination in employment. This policy 

applies to all of its programs, as well as to all areas of employment. 
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