OPPORTUNITY OVERVIEW
How important are peer reviews to you when deciding which product to buy or service provider to
choose? We are proud to say that we have a 5-star Google and Facebook rating, and we are looking
for the right Paralegal to join our growing Gainesville practice.
Harrison Estate Law, P.A. advises clients across the state of Florida in the areas of estate planning,
wills, trusts, probate conflicts, guardianships, conservatorships, and asset protection. Brothers McCabe
and Casey Harrison work together to provide all-around probate and estate planning services. Our
growing family business focuses on assisting clients with planning for the unfortunate realities of death
and disability in order to make that process as painless as possible for loved ones.
As a Paralegal focusing on estate and probate litigation matters, you will assist with all phases of
probate and litigation processes as well as some estate planning processes, including communicating
with clients, drafting probate documents, assisting clients through the various steps of probate
proceedings, drafting motions for matters in litigation, preparing and compiling discovery requests and
responses, calendaring deadlines, and coordinating hearings, mediations, and depositions. In addition
to paid professional development training, we provide three weeks of PTO, paid holidays, the option to
participate in our 401(k) retirement plan with 6% company match, a group long-term disability plan, and
enrollment with Celebrate Primary Care.
We’d love to know about you and see your written communication skills right from the start! Apply
today by submitting your resume/CV and a cover letter that includes the reasons you would like to join
our team, your compensation expectations, and the words “Team Harrison” below your signature line.

POSITION SUMMARY

Harrison Estate Law’s Estate Planning, Probate, and Paralegal is a team player who has excellent
attention to detail, a passion for working with people, and exemplary written and verbal communication
skills. In this role, you will draft estate planning, probate, and litigation documents/filings and manage
litigation proceedings for multiple clients. To a lesser extent, you will review estate planning and trust
documents, and may also assist with the valuation and liquidation of assets. You will interact with
clients regularly, serving as their main point-of-contact for the duration of their matter.
In addition, you will perform general paralegal duties including: conducting legal research; organizing
and analyzing case files and documents; calendaring deadlines; and creating and maintaining
spreadsheets and databases.

ESSENTIAL DUTIES & RESPONSIBILITIES
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Prepares and files court documents for probate or administration proceedings, appointments or
resignations of fiduciaries, disclaimers, inventory, and claims against estates
Prepares probate petitions, affidavits, and waivers
Communicates with clients, probate clerks, opposing counsel, CPAs, IRS representatives,
brokers, bank attorneys, and other professionals
Reviews financial documents and coordinates with financial institutions to document estate
assets and liabilities
Assists with asset valuations, transfers, redemptions, and collection of cash accounts
Determines real property values by researching appropriate Official Records databases
Prepares and reviews accountings, receipts, and releases
Prepares and drafts documents for matters in litigation
Coordinates hearings, mediations, and depositions for matters in litigation
Compiles and prepares discovery documents
Calendars and monitors multiple deadlines for both probate matters and matters in litigation
Reviews estate planning documents to determine distribution of estate’s assets
Drafts estate/trust administration and distribution documents
Assists with the preparation of estate tax returns
Records notes, deadlines, and billable time records in Clio
Updates clients regarding progress on their matter and responds to questions promptly

QUALIFICATIONS
Education & Experience Requirements
•
•
•
•
•

Associate degree in Paralegal Studies, Liberal Arts, or Business-related field required
Florida Registered Paralegal is preferred
Familiarity with Florida Rules of Civil Procedure, specifically as they relate to litigation required
Familiarity with Florida Probate Court procedures, processes, and filings preferred
Familiarity with estate administration or planning preferred

Skills & Abilities
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Ability to maintain security and confidentiality, ability to inspire trust and confidence
Ability to keep composure and professionalism while maintaining discretion
Excellent written and verbal communication and emotional IQ skills; ability to effectively share
and gather information, advocate solutions, and influence internal and external audiences
Proclivity for an attention to detail, and ability to deliver results with a high level of accuracy
Sound judgment and analytical abilities
Excellent ability to prioritize and plan tasks; uses time efficiently and plans or schedules
appropriately
Proficiency with common office applications and willingness to learn Clio case management
software
Self-motivated, organized, team player who reacts well under pressure, accepts responsibility
for own actions; follows through on commitments, and completes work on time
Adapts well to changes in the work environment, flexible, consistent and reliable attendance and
punctuality, and is dependable.
Creative, resourceful, solution-oriented, and adaptable
Strives for continuous improvement of all office functions

Computer Experience
•
•
•
•

Proficient with MS Office products
Ability to type at least 40 cwpm
Experienced in Clio case management software, or similar software
Experienced in basic legal research

PHYSICAL & MENTAL DEMANDS
The employee must occasionally lift and/or move up to 30 pounds with assistance. While performing
the duties of this job, the employee is regularly required to stand, walk, sit; use hands to handle or feel;
talk or hear; analyze, differentiate, perform math calculations, and solve problems. The employee is
occasionally required to climb, balance, kneel, crouch, or crawl.
The work environment, physical, and mental conditions described here are representative of some of
those that an employee encounters while performing the essential functions of this job.
The noise level in the work environment is typically low.

