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SV EGIOSY/SIETNS
& l\ﬂ? Up; off subsystems called Microsystems
> "f“i'ous elements can affect Firm (recession, laws, etc.)
J Mm osystems
Palade upiof Minisystems (administrative and substantive)
— _wAdmlnlstratlve financial, personnel, marketing, etc.
= % Substantive — corporate, intellectual property, bankruptcy, etc.
~ o Minisystems
<& Exist within administrative and substantive systems

% Chief Financial Officer, Accounts Receivable, Accounts Payable
< L.awyer, Paralegal, Secretary, Word Processor, Copy Clerk
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ROILES, AND RESPONSIBILITIESWITHIN__—-
A OUR ORGANIZATION STRUCTURE
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> Offies Adspiinlisigelics

AOVENSEES the entire office including staff and
A eryday pillable and non-billable duties;

- fe alegal Manager

Y SUpervises other paralegals ensuring their proper
= fiitelage and correct assignments;

- o Paralegal / Secretary

& Responsible for substantive work as well as any and
all clerical work needed at any specific time
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JANAGEMENT OF DAY-TO-DAY
OPERATIONS
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SEtung and Balancing Priorities
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iarge [FIrms — balance assignments from different
I dttorneys or paralegal manager

. Medium Firms — balance attorney assignments
and-light clerical duties

Small Firms — balance substantive work, clerical
duties, meet with clients
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MANAGEMENT OF DAY - TO DAY
OPERATIONS -

r\l Geation O Resolrces

_Relleves stress

_ _‘j<> Secretaries, Word Processors
o law Librarians, Law Clerks
& Copy Clerks, Receptionists, File Clerks
®  Vendors




JANAGEMENT OF DAY-TO-DAY
OPERATIONS
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Jj[_f- to) Utilize Delegation Properly_

-'f)bsewing and recognizing the staff’s
B Sirengths and weaknesses will allow you to
= draw upon their skills
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s | ‘]; Managemet Strategies

ij' fite down time as soon as task is
S PEerformed
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Ut|I|ze time keeping software (/e., Legal 55)

o No time to write? Dictate!




OPERATIONAL SYSTEMS SEI_UP
AND MANAGEMENT
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SaSE VaNagemMeEnt Systems

B CoseMap / TimeMap
% Summation [ Concordance
s AbacuslLaw
Amicus Attorney
Needles
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ORPERATIONAL SYSTEMS SETWR
AND MANAGEMENT
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ZReclEndaring and Docket Control Systems

fAIIo_ws lor easy transfer of data thereby

g 5aving valuable time

e Can be adapted on a case by case basis

Must always have a back-up system in
place pref JLbera ly kept by a paralegal
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B RE ords Management and Retention

_-"_Conflict of interest c
e Preserve client’s pro
= e Return originals to cli

Retain records for time allotted by law
Client confidentiality




OPERATIONAL SYSTEMS SEI_UP
AND MANAGEMENT

ZANGECUity, Encryption and' Disaster Recovery

J_ ocument management systems
— <> security at different levels — most secure method

= '_ Use of encryption requires “keys”
: &  most often used for electronic communication

Disaster Recovery

& back up data on USB Hard Drives, CDs, DVDs, Thumb
Drives




