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I. INTRODUCTION:

A lawyer is only as good as his/her staff.  Finding just the right paralegal can ease your mind and workload.  Work smarter, not harder.

a. Save Time:  
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Scenario:  You just finished up in court and are driving back to the office.  As a result of the judge’s ruling you know you need a new motion drafted, a notice of deposition prepared and the experts lined up.  One call from your cell phone to your paralegal and these tasks are well underway by the time you get back to your office.

Scenario:  You are deposing the other side’s expert and he mentions a report that you have never seen before.  You take a break just long enough to ask your paralegal to find the report and them resume the deposition.  Your paralegal finds the report and brings it into the deposition and you never have to delay the process.
b. Save Money
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Deposition summaries, research, and many trial preparation tasks are just a few examples of projects that can be performed by a paralegal, at a paralegal rate, which will greatly reduce your client’s overall costs.  Furthermore, you will be paying a paralegal rate for the work as opposed to paying an associate at an associate rate. 
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c.  Save Energy

A paralegal can take a huge burden off an attorney by performing time consuming tasks such as summarizing depositions, legal research, interviewing clients, fact gathering and retrieving information, drafting and analyzing legal documents, collecting, compiling and utilizing technical information to make an independent decision, investigative work, and legal writing.

II. STEP ONE

Do I need a paralegal?  

a. Cost/Wages –A full time paralegal’s salary range is $ 50,000 (not including benefits.  A contract paralegal will range anywhere from $ 35.00 to $ 65.00 per hour.  In contrast, a full time associate will cost you a minimum of $80,000 per year, (not including benefits).  A contract attorney can cost you $75-125 per hour.

b. Time Management - Is it better use of your time to pay a paralegal $ 25.00 to $35.00 per hour, and produces a finished product, to summarize depositions thereby allowing you the time to take depositions, appear in court, client develop, etc.?

c. Experience Level  - 

d. Duties – 

e. Liability

i. Code of Ethics

ii. Attorney Client Privilege – Evidence Code, Section 952, provides that confidential communication between client and lawyer includes information disclosed to persons who are needed to further the interests of the client in the consultation or those to whom the disclosure is reasonably necessary for the accomplishment of the purpose for which the layer is consulted.

III. STEP TWO

How do I hire a paralegal?

a. Contract – by the project – There are many freelance paralegals to choose from.  The benefit of hiring a freelance paralegal is that you are able to employ them on an as needed basis, i.e., you have a big trial coming up and you need trial preparation assistance.

It is recommended that you enter into a contract clearly spelling out the job and compensation.

b. Full-Time – It is a real luxury having a full-time paralegal.  This person will know how you like things done.  They will be there when ever you need them.

c. Part-time – Similarly, a part-time paralegal will know your style, but the advantage is that you only employ them part-time.

IV. STEP THREE

How is a paralegal traditionally used?

a. Opening a case – Paralegals often sit in on initial meetings with clients and gather the necessary information to open a new case file, i.e., the pertinent data about the client and the basic information of any pending litigation.

b. Case Planning – An experienced paralegal will assist you in strategizing as well as setting out a plan, including assignment of tasks.

c. Legal Research – Not only will a paralegal perform invaluable legal research, they also will cite check. 

d. Information Gathering – Paralegals can be used to interview witnesses, review documents, conduct site investigations and other time consuming, but necessary fact gathering projects.

e. Drafting/Analyzing Legal Documents – Paralegals are trained to prepare discovery requests, motions, and subpoenas.  They can also be used to review discovery responses and if necessary draft motions to compel.  

V. STEP FOUR

What are some new and innovative uses of a paralegal?

a. Representative at some hearings such as small claims court, administrative hearings, social security hearings, depositions.  

b. Technical Assistance – Many paralegals are trained and experienced in the new technology that is used by the courts during trial.  

Paralegals are also used to electronically keep track of large quantities of documents, exhibits, and witnesses, in a spreadsheet format.

c. Marketing – Use your paralegal to put together Power Point marketing presentations, brochures and other marketing materials.  

Take your paralegal with you the next time you make a presentation to assist you with the logistics of your presentation, as well as network.  

VI. CONCLUSION

Effective utilization of a qualified paralegal will give an attorney:

a. Ability to save time so the attorney can work on more cases;

b. More time to practice law;

c. More time to prepare for hearings/trial;

d. More time to market;

e. Relief from stress;

f. Peace of mind

g. Further revenue by utilizing the paralegal in post trial proceedings;

h. Ability to give clients affordable and quality service;

i. Ability to generate more revenue;

j. MORE LEISURE TIME.
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