
Title Examiner 
 

Summary 
 
Examines title searches for residential properties for both purchase and refinance 
transactions, both within NY as well as other states in which the company is a 
licensed title agency.  Ensures the company is able to provide a clean final policy 
to the lender customers and works with the various in-house teams to 
accomplish this.  Answers questions from both in-house teams and customers 
with regard to title clearance issues.   Provides superior customer service. 
Routinely interacts with clients, vendors, and others.  Represents Cascade 
Settlement Agency, Customized Lenders Services and WebTitle Agency in a 
professional manner and maintains positive relationships with related 
organizations.   
 
 
General Characteristics 
 
Applies a solid knowledge of title examination, laws, regulations and underwriting 
practices. Should be familiar with REO and DIL transactions and foreclosure 
principles.  Applies knowledge and expertise through training and experience to 
resolve title issues and knows when to seek assistance with clearance.  Keeps 
informed of new methods and developments. Must be detail oriented and able to 
multi-task. 
 
 
Direction Received 
 
Reports to and receives direction from the Managing Counsel, Operations 
Manager and Senior Title Examiners. 
 
 
Typical Duties and Responsibilities 
 

1. Examination of titles for residential purchase and refinance transactions 
on a daily basis; 

2. Answer questions from closing team members and customers relating to 
title clearance;   

3. Assist in preparation of title and related affidavits; 
4. Interaction with Managing Counsel and Senior Title Examiner for advice 

and direction in preparation of title commitments and clearance issues; 
5. Perform additional tasks as requested by Managing Counsel, Operations 

Manager or Senior Title Examiner; 



6. Assists searchers in determining correct property and search starting 
points, as needed; 

7. Responsible for maintaining positive client relations; 
8. Update GreenFolders with all notes and documents in accordance with 

Company protocol; 
 

 
Responsibilities for Direction of Others 
 
This is a responsible, non-supervisory position. 
 
 
Requirements  
 

 2+ years of related experience  
 Experience with, or flexibility to learn, multi-state examination of title 
 Examination of commercial properties is a plus, but not necessary 
 Ability to learn and adjust quickly 
 Scheduling flexibility pursuant to client demands 
 Must be detail oriented and able to multi-task 
 Must be able to identify title issues, suggest appropriate clearance 

requirements and seek assistance when needed. 
 


