
 
      

Clerk Posting 

• Full time in office. 

  

Overview 

• We are seeking a detail-oriented and seasoned Real Estate Law Clerk to join our team. The 

ideal candidate will possess a strong understanding of real estate law and be able to handle 

files from inception to completion. This role requires excellent communication skills, both 

verbal and written. A successful Real Estate Law Clerk will be organized, proactive, and 

capable of managing multiple projects simultaneously. 

 

Qualifications 

• Minimum Experience of 2 years as Real Estate Law Clerk  

• Comfortable closing 30 or more real estate transactions monthly. 

• Excellent English verbal and written communication skills 

• Knowledge of Residential and Commercial Real Estate (ei. Purchases, Sales, Mortgages 

and Refinances) 

• Computer proficiency: word processing, spreadsheet, Closer  

• Ability to prioritize a variety of tasks and requests. 

• Ability to explain legal documents and processes to clients. 

• Strong understanding of math and accounting. 

• To be located in office Monday through Friday. 

 

Responsibilities 

• Staying up to date on legal practices 

• Corresponding with clients and other law firms about Real Estate Transactions 

• Closing files and registrations with the land registry office. 

• Managing Files independently with the assistance of a lawyer 

• Review title searches. 

• Troubleshoot Land Registry Office (LRO) returns in Teraview system. 

• Process real estate transactions (residential/ commercial: sales, purchases, mortgages, title 

transfers, estate documentation) including client contact, data input, solicitor (law clerk) 

contact, document preparation, determining and completing solicitor conditions re 

mortgages, title insurance preparation, calculations re balance due on closing, co-ordinate 

signing appointment with client, close transactions, report to client and lender 

• Client inquiries, walk-ins, commissioning documents. 

• Quote estimate fees for potential transactions. 

• Correspond with client and other side counsel to fulfill undertakings 

• Manage and oversee all aspects of residential and commercial real estate transactions from 

start to finish. 
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• Communicate with clients, real estate agents, law firms, and financial institutions 

throughout the transaction to coordinate closing logistics and resolve issues. 

• Monitor critical deadlines, including closing dates, requisition dates, and financing 

conditions, ensuring all closing conditions are met. 

• Conduct due diligence, including title and off-title searches, and review of surveys, zoning, 

and corporate documents. 

• Liaise with clients, real estate agents, lenders, and other parties involved in the transaction 

to ensure seamless communication and coordination. 

• Assist lawyers with the preparation of closing agendas, statements of adjustments, and 

closing reports. 

• Ensure compliance with relevant legislation, regulations, and firm policies. 

• Mentor and provide guidance to junior law clerks and support staff. 

• Stay updated with changes in real estate law and industry practices. 

 

Pay  

 

Salary Range: $60,000 - $80,000 Annually, pay based on experience.  

Benefits Available.  

 

Please email your application to sarah@marksandpellegrino.ca if you wish to be considered.  
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