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Professional Summary
Experienced Real Estate Legal Assistant with extensive experience in the real estate closing process. Adept in maintaining a closing checklist covering all necessary bases and maintaining contact with important organizations such as the title insurance companies. Specializes in sales contract checklists and arranging home inspections.
Core Qualifications
· Has been party to hundreds of closings

· Strong contract reading skills

· Excellent ability to network with other necessary closing parties

· Strong teamwork ethic

· Hard worker

· Excellent at real estate research

· Reliable and dependable
Experience

Real Estate Legal Assistant






11/1/2020 - 7/1/2024
Patterson and Associates






New Parkland, CA

· Developed and maintained agreement checklist for every real estate transaction.

· Assisted in maintaining contact with home inspectors and other relevant parties during a transaction.

· Responsible for contacting home inspectors or title insurance companies to discuss any issues that could sideline the closing.

Real Estate Legal Assistant






1/1/2013 - 11/1/2020
Illich and Partners







New Parkland, CA

· Maintained constant contact with buyers and sellers during a transaction and kept each side updated on any needs.

· Arranged critical closing elements such as the home survey and the home inspection.

· Answered incoming calls from clients and passed the questions on to the attorneys.

Real Estate Legal Assistant






12/1/2010 - 1/1/2013
Qunicy And Son







New Parkland, CA

· Compiled and monitored the closing checklist for each attorney's cases.

· Assisted in taking notes whenever attorneys would interview clients.

· Responsible for closing out the file on each and every case.

Education

Associate's Degree - Paralegal Studies

2010
Alliance Technical College

New Parkland, CA

