Real Estate Assistant/Paralegal
Langdale Vallotton LLP, Valdosta, GA

Benefits Offered
Medical, Dental, Vision, Long-term Disability, 401k with matching, paid holidays and PTO

Employment Type

Full-Time, Monday-Friday. Please note this is NOT a remote position.

Langdale Vallotton is seeking a career-minded Real Estate Assistant with a minimum of two
years' experience to join our firm. This role is essential for ensuring a smooth closing process
from beginning to end while providing exceptional service to our clients and all parties
involved. The ideal candidate will possess a solid understanding of real estate practices,
possess strong administrative skills, and can communicate effectively with diverse clientele.
Salary is commensurate with experience.

Responsibilities:
e Coordinate closings with realtors, lenders, buyers and sellers.
e Order and review title reports, surveys, lien searches and pay-offs.
e Collaborate with title insurance agencies to coordinate the clearance of any title issues.
o Draft title commitments.
e Prepare closing documents and checklists.
e Maintain Calendar and schedule closings.
o Initiate and verify wires.
e Prepare disbursements and payoffs for closing.
e Recording documents with Clerk of Court or efiling documents.
e C(Create and Open new matters in Qualia and Clio
o Issue title policies for closings.

Qualifications:
Required Qualifications:
e Previous experience with preparing closing documents for real estate closings.
e Pass a background check.
e Beorganized and detail oriented.
e Ability to prioritize and multitask in a fast past environment.
o Excellent written and verbal communication skills.
e Beteam oriented and adaptable.
e Maintain high level of professionalism under pressure.

Preferred Qualifications, but not required:
e Experience with Qualia and/or Clio

Please email cover letter and resume to Shannon Hall at shall@langdalelaw.com.
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