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Property paralegal 
 
Reporting to the Director of Legal  
 
Location: Exeter 
 
Purpose: Providing support to busy and friendly team in respect of both commercial and 
residential property transactions.   
 
Responsibilities: 
 

 Setting up files and preparing initial client care correspondence and documents 
 Preparing draft documents, including contracts, transfer deeds, leases and replies to 

property enquiries 
 Taking responsibility for: 

o Preparing title packs and becoming principal contact for Land Registry 
administration 

o Submitting property searches 
o Preparing completion statements and invoices 
o Post completion elements, including: Land Registry applications and preparation 

of Stamp Duty Land Tax returns 
 Closure of files 
 Engaging with clients via telephone and e-mail 
 Posting returns in respect of client money coming in and out.  
 Administrative duties to include photocopying, scanning, filing, preparation of letters, 

participating in team meetings, contributing and leading on team initiatives. 
 Generally assisting with administrative support to the team. 

 
Relevant skills and knowledge: 
 
You will have 
 

 A keen eye for detail 
 Good written and verbal communications skills. 
 Good prioritisation and time management skills. 
 A good level if competency in using the MS Office suite of products (in particular Word 

and Excel). 
 
Rewards: 
 
Prydis offers what you would expect from any professional services employer, a competitive 
remuneration package, including basic salary, bonuses, a generous pension scheme and 



Senate Court, 
Southernhay Gardens 
Exeter, EX1 1NT 

T: 01392 432 431 
F: 01392 423 308 

www.prydis.com 
mail@prydis.com 

 

 

death-in-service benefits. As well as support in your training and development needs. 
 
However, unlike many other professional services employers, Prydis offers an interesting range 
of work in a unique professional services environment, with access to multi-disciplinary 
colleagues and expertise. You will have the chance to work with your colleagues to directly 
impact the strategy and growth of the team. 
 
How to Apply: 
 
If you believe you have what it takes to become a successful member of our team, please email 
your CV and a covering letter to philparrott@prydis.com or post to Phil Parrott, Prydis Legal, 
Senate Court, Southernhay Gardens, Exeter EX1 1NT. Please specify the role for which you are 
applying and ensure you include your full contact details, so we can get in touch with you. 
 
Prydis Group is an Equal Opportunities Employer. 
 
 


