
 

 

Collections and Recovery Paralegal. 
(Replacement for maternity leave - 1 year) 

 

Join a dynamic and professional team whose mission is to listen, advise and help its 
clients. Located in downtown Montreal, our law firm offers you a friendly work 
environment focused on human capital and high-quality services. 

Responsibilities. 

Under the supervision of the lawyer in charge of the Collection team, the paralegal's main 
responsibilities will be to: 

 Draft legal procedures, complete forms, contracts and various agreements; 

 Take charge of the mortgage collection process, from the preparation of legal procedures, 
such as notices, affidavits and court applications, to the sale of mortgaged property and the 
submission of claims to mortgage insurers; 

 Perform title examinations and various searches in government registries such as the Land 
Register and the RDPRM; 

 Prepare standard litigation procedures relating to insolvency, banking law and hypothecary 
recourses; 

 Organize and systematically maintain files and corresponding correspondence and monitor 
them using databases; 

 Carry out transfer of receivables and subrogation; 

 Responsible for the real estate sales process. 

Required education and experience. 

 Diploma of College Studies (DEC) in Paralegal Technology; 

 Between three (3) and five (5) years' experience as a mortgage collection paralegal; 

 Knowledge of various research platforms (an asset); 

 Very good knowledge of the Microsoft Office suite. 

Required skills. 

 Ability to work under pressure and manage priorities; 

 Ability to work as part of a team; 

 Autonomous and resourceful; 

 Good organizational skills and attention to detail. 

Why work at De Grandpré Chait? 

Strongly established within the business community for over 90 years, De Grandpré Chait is a 
legal firm of over 75 lawyers offering a niche-oriented approach in various legal areas. 

 Advantageous and competitive remuneration conditions; 
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 Complete benefits plan; 
 Schedule of 35 hours per week; 

 Work-life balance;  
 Training and development programs; 

 Social activities; 

 New, fully renovated, modern and bright offices; 
 Easily accessible by public transportation.  

To apply. 

Send your resume to Magdalena Kedziora, HR Generalist, at recrutement@dgchait.com. Please 
note that only selected candidates will be contacted for an interview. 
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