
 
 
Position Overview 

We are seeking a full-time Estate Administration Paralegal to support our attorneys in handling the 
probate and trust administration process. The role will involve working with clients, beneficiaries, and 
financial institutions to facilitate the proper handling of estates. Responsibilities as follows: 

Key Responsibilities 

 Prepare and file probate petitions and related documents with the court. 
 Assist in the administration of decedent estates, including identifying assets, valuing property, 

and distributing assets according to the will or state law. 
 Communicate with clients, beneficiaries, financial institutions, and other parties involved in the 

administration of estates. 
 Prepare estate inventories, accountings, and tax documents. 
 Assist in preparation of estate tax returns and other required filings. 
 Manage deadlines, track progress, and ensure compliance with court calendars, rules and 

regulations. 
 Draft correspondence, documents, and reports for attorney review. 

Qualifications: 

 Paralegal Certificate or equivalent education in legal studies. 
 Minimum of 5 years of experience working in estate administration or related legal fields. 
 Strong understanding of probate and estate planning law. 
 Proficient with Microsoft Office Suite, Hot Docs and legal research tools. 
 Excellent communication, organizational, and time management skills. 
 Ability to manage multiple cases and work independently. 
 Knowledge of relevant state and federal laws governing estate administration is a plus. 

Preferred Skills: 

 Experience with estate planning software 
 Familiarity with estate tax filing procedures. 
 Strong attention to detail and accuracy. 

About our Firm 

Futterman Lanza is an elder law and estate planning law firm headquartered in Smithtown, NY 

with fully staffed offices in Melville and Garden City. This is a new position we are adding as our 

firm continues to grow.  We are a prominent and preeminent firm on Long Island.  We are small 

enough to operate as a boutique law firm and give clients the attention and compassion they 

deserve yet big enough that our paralegals, attorneys and staff support each other and our 

clients in a collaborative and meaningful way. A significant number of our attorneys and staff 



have been working at the firm together for over a decade. We look forward to the next 

successful decade. 

Salary Range & Benefits:  

 $75,000- $90,000 dependent on qualifications  

 401K match (after vesting period) 

 Health insurance contribution  

 

Next step: 

 Please email your resume to Kate Kramer at Kkramer@trustedattorneys.com. 

 


	Qualifications:
	Preferred Skills:

