








LIAM ANDERSON
Real Estate Office Assistant

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

SKILLS

Client Relationship Management

Transaction Coordination

Contract Management

Record Keeping

Confidentiality

Real Estate Knowledge

INTERESTS

 DIY Projects  Crafting

 Meditation  History

STRENGTHS

 Humility  Innovation

 Insightfulness  Integrity

LANGUAGES

English Dutch Japanese

ACHIEVEMENTS

Successfully coordinated over 300
real estate closings, ensuring
compliance with legal standards and
client satisfaction.

Streamlined document preparation
processes, reducing turnaround time
by 20% and enhancing operational
efficiency.

PROFESSIONAL SUMMARY

With a decade of experience as a Real Estate Office Assistant, I excel in 
managing complex transactions, preparing legal documentation, and 
ensuring seamless communication between clients and stakeholders. My 
commitment to operational efficiency and client satisfaction has 
consistently driven positive outcomes in fast-paced environments.

WORK EXPERIENCE

 Apr / 2018-Ongoing



Real Estate Office Assistant
Quantum Solutions LLC Phoenix, AZ

1. Managed the preparation and processing of real estate closings for 
multiple attorneys, including document creation and compliance 
verification.

2. Handled financial transactions, reconciling up to 20 accounts monthly, 
totaling over $500,000, ensuring accuracy and timely disbursement.

3. Recorded legal documents with the Office of the Recorder of Deeds, 
maintaining meticulous records and ensuring compliance.

4. Collaborated with title insurance auditors, providing necessary 
documentation and clarifications during audits.

5. Coordinated communications with clients, mortgage brokers, and 
realtors to facilitate smooth transaction processes.

6. Reviewed and verified information for accuracy, making informed 
decisions on accounting and tax submissions for the law firm.

7. Prepared comprehensive financial reports for closings, addressing and 
resolving any discrepancies in client fund disbursements.

 Apr / 2015-Apr / 2018



Real Estate Secretary
Cactus Creek Solutions Phoenix, AZ

1. Answered multi-line phones, managed data entry, and maintained 
organized filing systems for efficient office operations.

2. Oversaw HUD foreclosure sales in Northern Alabama, conducting title 
searches and coordinating with clients and realtors.

3. Handled typing of search reports, prepared closing letters, and greeted 
clients to ensure a welcoming office environment.

4. Calculated insurance premiums and ran tax information reports to 
support closing processes.

5. Provided clerical support, including correspondence handling and 
administrative tasks to streamline office workflow.

6. Worked closely with the supervisor to prepare closing documents and 
manage daily postings and deposits.

EDUCATION

 Apr / 2012-Apr / 2015



Associate of Applied Science in Business
Victor Valley College Portland, OR

Focused on business administration and office management principles.
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