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Escrow Officer

OnPoint Title Services is looking for an Escrow Officer to join our growing team. As an Escrow Officer,
you’ll facilitate the full real estate closing process, ensuring accuracy along the way. You’ll gather all
relevant documents and ensure contracts conform to applicable standards. The successful candidate will
be self-motivated, organized, detail-oriented and have excellent written and verbal communication skills.

What You Will Be Doing:

Manage files from opening to post closing.

Draft Closing Disclosures, ALTAs and balance escrow
Clear title issues with minimal supervision

Draft seller's documents

Understanding lien searches

Conduct closings

Your Amazing Skills and Qualifications:

2+ years of title/mortgage, financial or similar experience.

Basic understanding of surveys, plats, encroachments, etc.

Excellent oral communication skills, including ability to effectively communicate with internal
staff and external customers

Detail oriented

Able to work under pressure and meet deadlines, while maintaining a positive attitude and
providing exemplary internal and external customer service

Ability to work independently and to carry out assignments to completion within parameters of
instructions given, prescribed routines, and standard accepted practices

Knowledge of basic computer programs to include Windows, Microsoft Word and Excel, Internet
and Microsoft Outlook



