We are hiring a permanent full-time Real Estate Law Clerk for our family-owned law office in Barrie. 

Responsibilities:

· Handle residential real estate files start to finish, including, but not limited to:

· Intake – sending Email requests and diarizing correspondence;

· Off and on-title searches;

· Correspondence with clients, Opposing Counsel, Mortgage Lenders and Brokers, Real Estate Agents, Tax Departments, etc.;

· Review of Mortgage Instructions;

· Booking client meetings;

· Preparation of Signing Documents for Digital and In-Person meetings;

· Closing the transaction (banking);

· Reporting to Lender & Client post-closing within a timely manner;

· Diarizing and following up on outstanding Undertakings;

· We are paper-less for Real Estate where able, so ability to maintain digital files is an asset;

· Experience in Corporate/Commercial real estate is an asset, but not required.

· May also include maintaining Corporate records and minute books.

Requirements:

· Minimum 1 year experience in real estate law or equivalent. 

· Strong attention to detail, with excellent organizational and time management skills.

· Law Clerk Diploma is an asset but not a requirement.

· Experience with Conveyancer/Unity, Closer, Syngraffi, Teraview, PCLaw, Word and Outlook is an asset.

Please email Resume and Cover Letter to: Gordon@owendickey.com or fax 705-726-1463
