Experienced Conveyancing Clerk

Experienced Conveyancing Clerk | Full-Time | Hobart

We are looking for an experienced Conveyancing Clerk to join our busy and friendly legal team in
Hobart. This is a great opportunity for someone who has strong conveyancing experience, is organised
and reliable, and enjoys working in a supportive team environment.

The Firm

Butler, Mcintyre & Butler is a medium sized independent Tasmanian legal firm. Its offices in Hobart are
situated in the centre of the city close to the Commonwealth Law Courts and the Supreme Court of
Tasmania. In Hobart, the name Butler, Mcintyre & Butler has been synonymous with high quality legal
service for over 200 years. In fact, established in 1824, it is one of the oldest law firms in Tasmania.

Butler, Mcintyre & Butler has a team of over 30 lawyers who are each supported by our valued support
staff. At BMB, we practice in multiple areas of law and given the breadth of our work, have a large client
base including private enterprises/corporate entities, quasi government bodies, local government and
individual clients.

About the Role
You will be responsible for managing a varied conveyancing workload from start to finish, including:

Managing residential conveyancing files from instruction through to settlement

Preparing and reviewing contracts and related documentation

Liaising with clients, agents, financial institutions and other stakeholders

Conducting property searches and dealing with relevant authorities

Preparing settlement figures and attending to settlement requirements

Managing deadlines and ensuring all required documentation is completed accurately and on
time

Maintaining accurate file records and providing a high level of client service

e General conveyancing administration and file management

What We Offer

e Afriendly and supportive team environment
e A varied and interesting workload
e The opportunity to work with an experienced legal team
e Ongoing support and professional development
How to Apply

If you are an experienced Conveyancing Clerk looking for your next opportunity and would like to join
a professional and supportive workplace, we would love to hear from you.

Apply now with your resume and a brief cover letter outlining your conveyancing experience to:
Leeza Woodroffe
Iwoodroffe@bmbtas.com

Applications close Wednesday 2" September at 5.00pm



