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Overview
Title Officers/Examiners play a critical role in the Title and Escrow process, ensuring the integrity and marketability of real estate transactions. They conduct thorough title searches, analyze property ownership history, identify potential encumbrances, and assess risk to determine insurability. They also mitigate risk through effective use of requirements in concert with underwriter approvals. Title Officers work closely with internal title plants, third-party search vendors, and underwriters to verify legal ownership and uncover liens, easements, judgments, or other title defects that could impact closing. Their responsibilities extend beyond research—they must also communicate findings clearly to escrow officers, real estate professionals, and lenders, providing guidance on how to clear title issues. Given the high stakes involved, Title Officers must be exceptionally detail-oriented, organized, and capable of making informed, risk-adjusted decisions under pressure. Accuracy, efficiency, and the ability to multitask in a fast-paced environment are essential.
Performance Objectives
1. Meets Title Search and Exam Production Goals: A good title offer can complete 5-7 title searches a day (In a typical month that would be approximately 110-150 title commitments a month. Commercial title examiners will complete less depending on the complexity and scope of the commercial property transaction but should be able to do an average of 1-3 a day. Title examiners working on (builder developer/subdivider clients; refinance or updates to existing commitments) new residential builds can do 10-12 title searches daily. (Each title organization can customize the expectations for their particular title departments based on the market conditions and mix of title work). 

2. Conducts Complete, Accurate, and Timely Title Searches/Reviews:  All title searches are complete, timely, and accurately reflect the title chain for any given property. All obstacles to clearing the title are identified and communicated to all parties including an explanation of what is required to clear the title before closing the transaction. Title officers must independently act to protect the company from situations that could potentially result in claims. Most title file reviews will be completed within 3 days of receiving an order confirmation (5-7 days for a commercial transaction).

3. Creating a Quality Commitment:  A great Title Officer/Examiner produces, accurate, and professional commitments that set the standard for excellence. Their work is well-organized, comprehensive, and easy to read, ensuring that even the most complex title issues are clearly communicated in writing. They use approaches like the Stop-Light Commitment or other visual aids to highlight critical issues, making the information accessible and actionable for all parties involved, including escrow officers, lenders, and real estate professionals. Their attention to detail ensures that every commitment is free of errors or omissions, inspiring confidence in their work. This level of precision reflects a deep pride in their craft, creating commitments that not only meet but exceed client expectations while contributing to the efficiency and reliability of the transaction process.

4. Conducts an Objective and Complete Risk Analysis:  A great Title Officer/Examiner is a trusted expert in evaluating and mitigating risk. While performing the title exam, the title officer is responsible for conducting an objective and thorough risk assessment of each property. In most instances (95% of the time), the title officer/examiner should be able to make the call on whether to move forward with the title insurance or not. If there are complex issues that introduce excessive risk, the title offer will seek a final decision by consulting with the market president and/or the underwriter. Their expertise not only protects the company from claims and liabilities but also establishes them as a go-to resource for complex title scenarios, setting the benchmark for risk management excellence.
5. Title Officers must be able to explain clearly and with confidence all issues with the title. They have to quickly understand and explain the course of action required by the law to clear the title and who should take that action in order to close the transaction. Title officers must be able to explain the implications of each situation and their seriousness to both escrow officers, brokers, attorneys, lenders, buyers and sellers when needed. EOs and others must be able to rely on and trust their knowledge to ensure that all aspects are clear and actionable.
6. Maintain up-to-date knowledge of all title issues, policies requirement and laws. This includes knowledge of how to handle more complex transactions including partnership agreements, trusts, vesting implications, commercial properties and mineral and water rights. Title examiners should actively seek to learn how to search for and exam more complex and challenging transactions. 
7. Work closely with the team. A great title officer/examiner is a strong team player who looks to help others understand title.  They enjoy both learning from others and sharing their knowledge. They educate escrow officers and willingly jump in to help other examiners when they have free time.  They encourage others, lift the team spirit and have fun at work. They are dependable and reliable – always showing up on time ready to work.







	
