Paralegal in Real Estate Law

Job Overview

Brasswater Inc. is seeking a motivated candidate to join its fast-paced, rapidly growing real estate

company to provide support to the legal department, with a focus on leasing, construction, and

development.

Responsibilities and Duties

Provide comprehensive legal support for the management, leasing, and acquisition of the
commercial real estate portfolio in Canada and the United States.

Assist the legal department in reviewing and drafting documents, including letters, offers,
leases, renewals, amendments, and other supporting documents.

Prepare summaries for new leases, extensions, renewals, and offers in a timely and efficient
manner to support lease management and business operations.

Maintain a record of various lease-related documents, tenant notices, and communications
with tenants.

Organize and maintain documents in paper or electronic filing systems.

Draft, review, and participate in the negotiation of leases and related documentation, ensuring
the analysis of contractual terms and alighment with company objectives, real estate portfolio
requirements, and operational and financial considerations across various Canadian and U.S.
jurisdictions.

Liaise with the internal leasing team and tenants regarding transactions.

Analyze construction obligations set forth in leases (including landlord and tenant work as well
as fit-up requirements) and collaborate with internal teams to ensure coordination with
construction schedules and fit-out activities.

Draft letters of intent and offers to purchase for properties located across Canada and the
United States.

Conduct, document, review, analyze, verify, and summarize due diligence materials related to
real estate acquisition transactions, including the collection and review of legal, corporate, real
estate, and lease documentation—such as leases, renewals, amendments, and other related
documents—as well as the preparation of summary reports for the legal department and
management.

Qualifications & Experience Required

Minimum of 1 year of professional experience in commercial real estate

At least 1 year of experience drafting commercial leases and related supporting documents;

At least 1 year of experience conducting due diligence related to the acquisition of commercial
real estate.

Diplomain legal studies

Experience supporting and drafting letters of offer for property purchases.

Ability to handle a heavy workload.



Ability to collaborate with other departments (including leasing, construction, accounting, and
operations teams) to ensure effective coordination of tenant files, adherence to deadlines, and
the smooth running of operations related to the real estate portfolio.

Attention to detail.

Fluency in French and English, given the need for regular communication with tenants, sellers,
brokers, professional advisors, and other stakeholders located in several Canadian provinces—
particularly Ontario—as well as in the United States.

Willingness to take initiative, learn, and adapt to new types of tasks.

Knowledge of Microsoft and Adobe software.

Job Details:

Full-time (35 hours), permanent position

Location: Downtown Montreal

Schedule: Monday through Friday, 5 day

s in-office,9a.m.to 5 p.m.

Salary: $36/hr

Group insurance is provided for health, dental, and life insurance.
10 days of vacation per year

For more information, please contact rh@brasswater.ca, (514) 498-4444 ext. 244





