At William Lyon Homes we believe that a great company, just like a beautiful home, starts with a solid foundation. Our foundation is our employees, and we are committed to hiring and retaining the best. 
[bookmark: _GoBack]The Escrow Coordinator helps manage the escrow process, which includes acting as a liaison between homebuyers, lenders, sales and construction staff, and the escrow company to ensure a timely close.  
Essential Duties and Responsibilities: include the following.  Other duties may be assigned. 
· Maintains regular contact with Director of Sales and Marketing, Homebuyers, Lenders, Escrow Company Staff, Title company, construction Staff, and Sales Staff. 
· Enters all sales, cancellations, and closings into JD Edwards. 
· Generates and distributes weekly sales report to management. 
· Balances all files for estimates and HUD settlement statements prior to close.  
· Reconciles files after closing in JD Edwards and check HUD statement for accuracy.  Provides reconciliations to the Accounting Department. 
· Enters commission information. 
· Updates monthly projected closing report. 
· Communicates with all involved parties to facilitate closing. 
· Sets up sales activity in JD Edwards as well as pricing, new buyer and loan information, address book, and completion dates. 
· Reviews all sales contracts, rewrites, and related paperwork for accuracy. 
· Copies and distributes accepted contracts. 
· Summarizes all pertinent closing information, including sales price, seller concessions, monetary deposits, and broker commissions to create a recap sheet. 
· Assists Escrow Manager with tasks as necessary. 
  Requirements 
· 4-year college degree strongly preferred but not required, with at least four years of demonstrated administrative experience preferably in a Sales and Marketing environment. However, willing to train the right candidate. 
· Must have problem solving, prioritizing abilities, and interpersonal skills. 
· Some understanding of mortgage terms preferred. 
· Ability to execute tasks in an efficient manner without sacrificing quality. 
What We Offer YOU:
· The opportunity to start a great career with an award-winning company that has been in business for more than 60 years. 
· Competitive benefits, including medical, dental, vision, 401(k), paid vacations, and paid holidays. 
· Great hours that emphasize work/life balance. 
· A challenging work environment that will allow you to utilize your skills. 
· Opportunity to work with and learn from knowledgeable professionals with years of experience. 
Company Description 
For more than 60 years, William Lyon Homes has earned a strong reputation as an established leader in the homebuilding industry. We take great pride in our award-winning customer service, and have made it our mission to skillfully create, build, and deliver quality neighborhoods. Our success is a direct reflection of guiding principles based on an integrity that permeates from our top executive leadership throughout the organization. Our business model has enabled us to consistently be voted among the top 10 homebuilders in the United States. 
We promote a company culture that fosters innovation, collaboration, and creative solutions to an ever-challenging and changing market environment. Our team is made up of experienced, loyal employees, many of whom have been with the company more than 20 years. We value a diverse workplace, and offer our employees exciting career opportunities from construction and sales to marketing and finance. 

Are you a driven performer with a strong work ethic and a burning desire to learn and grow? If so, we want to hear from you. You may be the missing piece to our team! Apply today!

To learn more about William Lyon Homes, visit us at www.lyonhomes.com.


