
MICHAEL
ANDERSON
Real Estate Paralegal

Resourceful Real Estate Associate specializing in real estate law and regulatory compliance, equipped with a profound

understanding of legal frameworks governing property transactions. Exhibits exceptional analytical skills, enabling the

identification of potential legal issues and the formulation of effective solutions. Proven track record in supporting real estate

transactions through comprehensive due diligence, ensuring compliance with applicable laws and regulations.

WORK EXPERIENCE

Real Estate Paralegal | Law Offices of Smith & Associates Jan 2022 – Present

Legal Intern | Urban Law Firm Jul 2019 – Dec 2021

SKILLS

Legal Research Document Preparation Due Diligence Compliance Communication Negotiation

EDUCATION

Bachelor of Arts in Legal Studies - University of California

Los Angeles

2015 – 2019

ACHIEVEMENTS

LANGUAGES

English Spanish French

San Francisco, CA•

(555) 234-5678•

michael.anderson@email.com•

Conducted legal research and analysis to support real estate transactions and litigation.•

Prepared and reviewed legal documents, including contracts and leases, ensuring compliance with regulations.•

Assisted attorneys in due diligence processes, identifying potential legal issues.•

Coordinated with clients and stakeholders to gather necessary documentation.•

Maintained accurate records of case files and transactions, ensuring confidentiality.•

Facilitated communication between legal teams and clients to enhance understanding.•

Supported attorneys in preparing for real estate closings and negotiations.•

Conducted research on property laws and regulations to inform legal strategies.•

Assisted in drafting legal documents and correspondence related to real estate transactions.•

Participated in client meetings, taking detailed notes and providing assistance.•

Maintained organized case files and documentation for easy access.•

Observed court proceedings and assisted with trial preparations.•

Successfully supported the completion of over 100 real estate transactions without legal discrepancies.•

Recognized for excellence in legal research with a commendation from senior partners.•

Streamlined document preparation processes, improving efficiency by 30%.•


