Job Title: Estate Planning Paralegal
Location: Greensboro, Georgia 
Job Type: Full-Time
Salary: Commensurate with experience + benefits
About Our Firm
We are a client-centered law firm focused on delivering personalized and comprehensive estate planning services across Georgia. We believe in building long-term relationships with our clients and guiding them through every step of the planning process with care, clarity, and compassion. We are currently seeking an experienced Estate Planning Paralegal to join our growing team.

Key Responsibilities
· Draft estate planning documents including wills, trusts, powers of attorney, and advance directives
· Organize and maintain client files and legal documents
· Coordinate client meetings and document signings
· Perform legal research related to estate planning and probate matters
· Communicate with clients to gather information and provide status updates
· Prepare and file probate forms and court filings as needed
· Assist attorneys with trust funding, asset review, and beneficiary designations
· Ensure accuracy and compliance with Georgia laws and legal standards

Qualifications
· Minimum of 2 years of experience as a paralegal in estate planning
· Knowledge of Georgia estate and probate law
· Strong drafting and proofreading skills
· High attention to detail and organizational abilities
· Excellent communication and interpersonal skills
· Proficiency in legal software (e.g., Clio, WealthCounsel, MyCase, or similar) and Microsoft Office
· Paralegal certificate or equivalent education preferred but not required

What We Offer
· Competitive salary based on experience
· Health Insurance, 401K
· Generous paid time off and holidays
· Continuing education and professional development support
· Supportive and collaborative work culture

How to Apply
Please send your resume, cover letter, and three professional references to angela@delllawfirm.com with the subject line:
"Estate Planning Paralegal Application – [Your Name]"

