DIRECTOR OF FIRST IMPRESSIONS
ORDER CLERK
SUMMARY: Process e-mail and faxed requests, take orders verbally over the telephone, gives quotes,
check on status of Orders and handles miscellaneous requests for customers.
ESSENTIAL FUNCTIONS:
Logs in Order in order entry using soft pro, verifies legal descriptions, prior title evidence, searches for the
Tax ID Numbers and the Plat Book and Pages for the legal descriptions for Orders.
Locates the Abstracts by issuing the following procedures:
A. Our storage facility
B. Contacting other Title Company’s and /or the Owners of said property.
Answering incoming calls
Greet guest at receptionist desk
Doing Courtesy Filing and Invoicing
ESSENTIAL FUNCTIONS CONTINUED:
Ability to work from 8:00 a.m. to 5:00 p.m. Monday through Friday.
Must be personable, positive and a professional representative of the Company.
Regular consistent attendance is required, that could include attendance at after hour Company events.
Ability to accept supervision.
Ability to foster, develop and maintain professional and collaborative working relationships.
Must be able to get along with others, i.e., peers, supervisors, outside customers, and vendors.
Ability to interact effectively and professionally with all levels of management, employees and customers
by email, phone and in person.
KNOWLEDGE/SKILLS/EXPERIENCE REQUIRED:
Excellent verbal and written communication skills.
Excellent interpersonal and customer service skills.
Perform other duties as assigned by supervisor.
Ability to work overtime as requested and approved by supervisor.
Ability to prioritize and handle multiple projects.

Strong attention to detail and organizational skills.
Proficient in Microsoft Office Suite and Outlook.
PHYSICAL/MENTAL DEMANDS:
Ability to perform under pressure and be flexible with disruptions throughout the workday.
Must be able to work approved and requested overtime, by supervisor.
Repetitive and continual typing motion is required.
Sedentary work: Exerting up to 10 pounds of force occasionally, and/or a negligible amount of
force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the
human body. Sedentary work involves sitting a majority of the time. Walking and standing are
required, occasionally.
We offer a competitive salary, and excellent benefits package including health, life, and disability
insurance; and paid time off.
Equal Opportunity Employer
Job Type: Full-time
Experience:
•
•

Customer Service: 1 year (Preferred)
Abstract, title or industry related: 1 year (Preferred)

Education:
•

High school or equivalent (Required)

