Job Title: Real Estate Closing Assistant
Location: Greensboro,  Georgia
Job Type: Full Time

Job Summary:
Our busy real estate law firm is seeking a motivated and detail-oriented Real Estate Closing Assistant to support our attorneys in handling residential and/or commercial real estate closings throughout Georgia. This role is critical in ensuring smooth, compliant, and efficient transactions from contract to close. The ideal candidate has experience in Georgia closings, is organized, communicative, and thrives in a fast-paced legal environment.

Key Responsibilities:
· Work closely with closing attorneys to manage files from contract through post-closing.
· Prepare, review, and organize legal and closing documents (including settlement statements, deeds, affidavits, and lender packages).
· Schedule and coordinate closings with all parties: buyers, sellers, agents, lenders, and attorneys.
· Communicate regularly with clients, brokers, mortgage professionals, and title insurance companies to ensure all necessary documentation is complete and accurate.
· Order and review title exams, and ensure title commitments and lender requirements are satisfied.
· Manage the disbursement of closing funds, recordation of legal documents, and issuance of final title policies.
· Maintain file accuracy and compliance with firm policies, Georgia law, and underwriter guidelines.
· Provide administrative support to attorneys and paralegals as needed.

Qualifications:
· High school diploma or equivalent required; Associate’s degree or paralegal certificate preferred.
· Minimum 1–2 years of experience handling real estate closings in a Georgia law firm preferred.
· In-depth understanding of Georgia real estate closing procedures, legal documents (e.g., Security Deeds, Warranty Deeds, Owner's Affidavits), and relevant regulations is a plus.
· Experience with title clearing, lien payoff coordination, and HOA/condo documentation.
· Proficiency in real estate closing software (e.g., SoftPro, Qualia, LandTech, or similar).
· Excellent communication, time-management, and customer service skills.
· High level of accuracy and attention to detail, especially when handling financial data.
· Ability to work independently and manage multiple transactions simultaneously.


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]"

