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JOB DESCRIPTION
Position Title:   Legal Administrator

Reports to:        Manager of Residential Administration

Department:      Residential

Location:          TG Head Office Toronto            



Revision date:  October 2011
Overview

Reporting to the Manager of Residential Administration, the Legal Administrator is responsible for the administration of the Legal process by executing specific tasks in a timely manner.
Duties and Responsibilities

· Prepare Hearing files (print Ledgers, memos, emails/correspondences and work orders)
· Send N4s and work closely with BR’s and Residential, Finance  departments to ensure that all payments received are posted on time
· Send first run of NSF N4s (the 3th business day of every month)

· Send second run to all tenants who didn’t receive the first or who’s N4s are defective due to an NSF payment

· Monitor payment plans, request sheriff cheques, enforce eviction orders, and pull receivable reports to see who has voided N4
· Prepare and file L1 applications, including tenants who received an NSF N4

· Prepare notice of hearings/applications for upcoming hearings
· Prepare and Issue Legal Pleadings as it pertains to specific Legal matters

· Request cheques regarding Legal action to be taken
· Receive correspondence from court (Mail)
· Update & monitor Legal Spreadsheet with respect to action taken



· Communicate with Manager regarding up coming  Court Appearances
· Answer phone calls as needed
· Stuff and mail out notices

· Prepare and fax to board certificate of services

· Prepare, monitor, and send arrears notices.   Behavioral notices are to be sent once Court Agent reviews.
· File applications with the tribunals for notices that have not been voided
· Update calendar, legal spreadsheet and legal cards
· Create and monitor tasks for mediated agreements
· Send files to sheriff offices and request sheriff cheques

· Create charges in Yardi for applications filed
· E-mail communication with BRs, PMs ,, ARA’s and RD’s to ensure no payments have been made
· Withdraw applications that have for e.g.: paid in full
· Maintain filing system
Requirements

· Post secondary education in a specialized field of study
· Experience gained through working in a legal environment
· Administrative experience preferred

· Able to follow instructions and work with limited supervision

· Strong interpersonal skills

· Able to work in a fast paced environment

· Able to prioritize tasks

· Able to work well under pressure

· Available for overtime and/or flexible hours

· Able to deal with sensitive issues, confidentiality, and demonstrate reliability, loyalty, and assertiveness 

To apply, please reply to this ad with an attached resume, email resume to careers@gotransglobe.com, or fax resume to 1-866-419-2949. Please state position title and salary expectation in the subject line.
PAGE  
2

