MICHAEL ANDERSON

Senior Real Estate Legal Coordinator

San Francisco, CA « (555) 234-5678 « michael.anderson@email.com « www.michaelanderson.com

SUMMARY

Highly analytical and results-driven Real Estate Legal Coordinator with over a decade of experience in managing complex
legal transactions and ensuring compliance within the real estate sector. Demonstrated expertise in negotiating contracts,
conducting due diligence, and collaborating with cross-functional teams to facilitate seamless property acquisitions and
dispositions.

WORK EXPERIENCE

Senior Real Estate Legal Coordinator ABC Realty Group Jan 2023 - Present

 Managed legal documentation for over 200 property transactions annually, ensuring compliance with local and federal
regulations.

* Coordinated with real estate agents, title companies, and clients to streamline transaction processes.

e Conducted comprehensive due diligence investigations, identifying potential legal issues prior to transaction finalization.

« Drafted, reviewed, and negotiated purchase agreements, leases, and other legal documents.

* Provided legal guidance on zoning laws and property development issues.

e Trained junior legal staff on best practices in real estate law and transaction management.

Real Estate Paralegal XYZ Law Firm Jan 2020 - Dec 2022

¢ Assisted attorneys in preparing legal documents for real estate transactions and closings.

¢ Conducted title searches and reviewed title reports to ensure clear property titles.

« Maintained organized files for multiple real estate cases, ensuring easy access to documentation.
e« Communicated with clients to gather necessary information and provide status updates.

e Assisted in the resolution of title defects and property disputes.

e Coordinated with external stakeholders to facilitate timely closing of real estate transactions.

EDUCATION
Juris Doctor, University of California, Berkeley; Bachelor of Arts in Business Administration, Sep 2019 - Oct
University of Southern California 2020

ADDITIONAL INFORMATION

* Technical Skills: Contract Negotiation, Due Diligence, Real Estate Law, Compliance, Risk Management, Project
Coordination
¢ Awards/Activities: Successfully facilitated the acquisition of a $50 million commercial property portfolio.

« Awards/Activities: Recognized as Employee of the Year for outstanding performance and contributions to the legal
team.

« Awards/Activities: Implemented a new document management system that reduced transaction processing time by
30%.

e Languages: English, Spanish, French



