
 

Real Estate Law Clerk – Full time 

HGR Graham Partners LLP is one of Simcoe County’s largest, full-service law firms. At HGR Graham Partners, you will 
experience a friendly, cohesive environment that is fast paced and provides opportunities for growth and learning. We take 
pride in providing work-life balance, competitive compensation, and firm-paid benefit packages. 

We are seeking Law Clerks for our Real Estate Group practice located in our Barrie and Orillia offices. Salary is compensated 
based on level and years of experience. 

This position is ideal for an individual who has a desire for personal growth, a high level of responsibility in a fast paced and 
growing firm and has the desire to be an integral member of a dynamic growing team. Our Law Clerks are vital team members 
and are responsible for providing administrative support to our lawyers. Legal support includes but is not limited to title 
searches, compiling, and organizing legal documents, working with lending institutions for mortgages, corresponding with 
clients on behalf of the lawyer as well as acting as the intermediary between the clients, third parties and lawyers. 

You must be confident dealing with people at all levels to address and resolve issues. You thrive in an innovative and fast pace 
of a busy law firm, keep up to date with changes in the industry, and take pride in delivering exceptional customer service. 

Job Summary 

• Working independently on all matters involving the preparation of standard and legal documents pertaining to real estate 
transactions. 

• Opening new matters and continuous maintenance on all current and active files. 

• Preparing purchase and sale documents, and institutional and private mortgage transactions. 

• Interacting with clients and referral sources, placing a high value on relationship-building. 

• Managing all correspondence 

• Act as a liaison with clients, other firms and third parties. 

•  

Required Experience/Skills/Qualifications 

• Legal Assistant/Law Clerk diploma with 1- 5 years of direct recent Real Estate experience is required or over 3 years of 
continuous direct experience. (preference to +7 years) 

• Highly organized with ability to adapt to changing situations, prioritize and meet deadlines with attention to detail and 
ability to think critically to solve problems. 

• Exceptional communication skills, both verbal and written 

• Effective interpersonal and client service skills, with strong initiative and ability to work independently to meet timelines 
and in a team structure. 

• Intermediate technical skills with MS Office (WORD, EXCEL, Outlook), PC Law, Unity, knowledge of Conveyancer is nice to 
have. 

We thank all applicants for their interest; however, only those selected for an interview will be contacted. Please be advised, 
HGR Graham Partners uses email to communicate with applicants for open job competitions. Please send resume in 
confidence careers@hgrgp.ca to Bonnie Firth, Manager of Human Resources. Salary to commensurate with required skills and 
experience. 

HGR Graham Partners is committed to diversity and inclusivity in employment and welcomes applications from qualified 
individuals of diverse backgrounds. HGR Graham Partners is also committed to providing accommodations for people with 
disabilities. If you require an accommodation, we will work with you to meet your needs. 

Salary: $37,000.00-$60,000.00 per year 


