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ALA MISSION

The Association of
Legal Adminstrators’
mission is to:

Promote and enhance
the competence and
professionalism of all
members of the legal
management team;

Improve the quality of
management in law firms
and other legal service
organizations; and

Represent professional
legal management and
managers to the legal
community and to the
community at large.
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Responding to the Needs of our
Community: “Bowling for the Cure” to
benefit the Susan G. Komen for the Cure
Creates Awareness for Breast Cancer

qaLp

By Grace C. Lopez

Let’s go bowling for a good cause!

Please join our Chapter in supporting breast cancer awareness
month in October by joining us at our first “Bowling for the
Cure” to benefit the Susan G. Komen for the Cure. Thisis a
great opportunity to collaborate with our business partners,
members and the community at large while benefiting a great
cause. Our chapter is committed to servicing the needs of this
community by planning events that are purposeful in creating
awareness about an important cause. We couldn’t think of a
better cause for the month of October than, breast cancer.

The ALA's initiatives with its Community Challenge Event

planning supports more than 100 chapters throughout the
world in reaching its goal in servicing local communities with charitable efforts. The
month of October was selected by the ALA because it was perceived that this was the
month when members and their families were less likely to vacation, and there were
no other conflict with other ALA commitments. Therefore, ALA chapters throughout
the world put forth their best efforts during this month. For us, it meant to take this
opportunity to honor breast cancer month by supporting the local affiliate of the Susan
G. Komen for the Cure. This organization has the largest grassroots in breast cancer
health. According to Harris Interactive in 2010, this organization was ranked #1 out
of 1,151 non-profits in the U.S. as the most valued non-profit brand and the charity
people are most likely to donate money to. This cause is also important to us because
many members and business partners have been affected by this horrible disease.

Our chapter also supports the “Race for the Cure,” which is the largest local race
and fundraiser for the Susan G. Komen for the Cure. This race is scheduled for
Saturday, October 15th at 7:30 a.m. Our chapter is so committed to this cause,
that it will pay for the registration fee for ALA members. This race is attended by
more than 22,000 individuals and it will be televised for the first time by CBS.

So join us in making a difference in our local community and be a part of our Community
Challenge Event! Network, mingle, meet, greet, and bowl at our first “Bowling for the
Cure” scheduled for Thursday, October 27th from 5:30 p.m. to 8:30 p.m. at Lucky Strike
in Miami Beach. Our chapter is committed to charitable efforts and your support is
crucial in reaching our goal as a group. This event is open to friends, family and anyone
interested in supporting us and our efforts in fundraising for breast cancer. The cost to

Continued on page 16 >
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SN Solomon (ansure Group

A WISE RECRUITMENT CHOICE

954-796-3300

law @solomonmansure.com

# 1 in Legal Recruitment including:

*Attorneys *Paralegals

eLitigation Support *Accounting

'Legal Secretaries °®*Records ~ Felice Solomon holds 20
years of expertise in

*Legal Administration legal recruitment and is
an expert at identifying
Permanent Temp(;)rary and and placing top legal

talent for law firms and

4 P o S
lCﬂl[J to-Perm corporations in South

Florida.
WWW, solomonmansure. com
é )
THANK YOU TO OUR 2011
ASSOCIATE BUSINESS PARTNERS
ABA Retirement Funds Miami Express
Artcraft Engraving & Printing, Inc. Office Dimensions
Beltman Relocation Group PerfectLaw Software
Control Systems Copitrak Pfaffco Engraving
Evolution Legal Technology Solutions ProTranslating
The Gourmet Coffee Company Ritz-Carlton, Coconut Grove
Kahn-Carlin & Company, Inc. Services on Site
Kouwenhoven & Associates, Inc. Wells & Drew Companies
M. Hanson & Co. Western Digitech Inc.
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PRESIDENT’S MESSAGE:

Victoria L. Allen, CLM
Rogers, Morris & Ziegler, LLP
victoria@rmzlaw.com

Happy New Year! No, don’t check
your calendar, it's September, not
January, but for me September has
always signaled the real new year
when | (and then later my kids)
returned to school. Resolutions
were made to study harder, new
clothes purchased, new goals

set, deals struck
for more perks.
Each new year
was like a new
start, a chance
to improve over
the previous year
and make bigger,
better plans for
the coming year.

At the office and
in the chapter,
planning has begun for the next
calendar year, including setting
budgets and planning events.
Why not make note of a few of
them now and plan to join us.

On October 27th, our chapter will
host Bowling For the Cure, at the
Lucky Strike Lanes in Miami Beach.
All proceeds to benefit the Susan
G. Komen for the cure. Even if you
don’t bowl, you can join us for a
drink and a snack and connect with
a few of your peers while raising
money for an excellent cause.

The following weekend is the
ALA Region 2 Conference in
Charlotte, North Carolina. The
regional conferences offer the
opportunity to pack a lot of

education and networking into
a very short time period.

Our holiday party in December is

an excellent way to wind up the
calendar year and get to know some
of the other chapter members.

We kick off January
with our annual State
of the ALA meeting,
and are happy to
have ALA president
Karen Griggs address
our chapter.

Next is Spring and
our vendor expo.
When was the last
time you went? One
stop shopping for
your office. Invite your attorneys
and other firm managers. Ask

the vendors you currently work
with if they will be participating.

There is still more work to do
on these events and room to
plan more. What would you like
to see? What would make you
leave the office and join us?

| challenge you to make a new years
resolution to make the most of your
ALA membership and get involved.
Join a committee, volunteer for an
event, write an article, do something
that will make you stretch personally
and professionally and get to know
other administrators and business
partners. It's an investment in

your career that will pay off. ®
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U.S. Legal Support Proudly Supports
The South Florida Chapter of the

Association of Legal Administrators

U.S. Legal Support has been serving the legal community for over 40 years.

e Court Reporting

e Legal Videography
o Trial Services I ‘IGAL

e Electronic Discovery PPORT

e Document Review
e Record Retrieval

Aventura « Boca Raton « Fort Lauderdale « Fort Myers
Hollywood « Jacksonville e Miami « Naples

Orlando « Tampa « West Palm Beach

www.uslegalsupport.com

Powerful Leasing Solutions
For the Legal Market

100 % Leasing of Equipment and Technobogy
Salutions with & Minimum of Time and EfMar

«  Extremely Competitive Lease Kates

B A Yi:.r_h BB . Rapid Credit Response Time

MATIOMNAL HANE & THUST OO0

e « Consolidated Billing Under Our
Tl AEDITISOn
= s e Master Lease Arrangement

Email: dmomrisond@ baytreebank.com  «  Vendor Pre-Funding
" « 12 - 60 Month Lease Terms

doin Domicy 5
Phone: §77-220-4588 « Flexible Technology Upgrade Policy
Email: jdondeyid bayireshank com



http://www.uslegalsupport.com
mailto:jdondey%40baytreebank.com?subject=Inquiry%20from%20ALA%20newsletter
http://baytreeleasing.net/legalenduser.htm
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By: Sharon Meit Abrahams, Ed.D.

In the past law firms told their young
associates to focus their attention
on honing skills and expanding
knowledge in their chosen legal
field. Firms actually told associates
not to worry about or even to think
of business development. That has
all changed. With the economy in
the tank and the legal profession
contracting, the only way for firms to
increase revenue is to capture more
market share. This means everyone
needs to jump into the game. Firms
have started to focus attention on
teaching their youngest business de-
velopment skills. Here are few ideas
for you to implement in your firm.

STAY IN TOUCH

When your new associates join the
firm often there is a press release
or some other type of announce-
ment. Ask your associates to

make a list of all their law school
friends, undergraduate friends,
family friends, professors and
anyone else they can think of and
send the same announcement.
Encourage them to begin collect-
ing addresses and emails to start a
contact list. Teach your associates
how to use their secretary to assist
with maintaining their contacts.

Building an Internal Reputation

No matter the size of your firm it

is important for your junior associ-
ates to work with as many partners
and senior associates as possible.
This allows the associate to develop
working relationships with others
which gives everyone an opportunity

to train and develop the associate’s
skills. Hopefully within a year or
two many attorneys will now reach
out to use this associate because
she is known for her ability as well
as being a team player. Teach

your associate that their internal
reputation precedes them and it’s
one their most important assets.

FINDING A NICHE

If an associate has been given

the opportunity to work with oth-
ers then the associate should have
been exposed to a variety of legal
areas. There is a good chance that
the associate has found an area
that she enjoys and is interested in
pursuing. By all means encourage
this endeavor unless it does not
align with your firm’s overall strat-
egy. Encourage the associate to
develop a deeper level of knowledge
in the area either through self study
or by attending CLE conferences.
Teach your associates that being
an expert in an area can lead to an
exciting and challenging career.

BUILDING AN EXTERNAL
REPUTATION

At some point within the first 2-3
years the associate who has found a
niche should feel quite comfortable
with his or her extent of knowledge
in the area. This is the time to direct
the associate to begin writing and
speaking on this topic. In the past
the associate attended the confer-
ences and now the associate, pos-
sibility along with a partner, should
submit requests to be a speaker.

Celebrating 40 vEARs
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Finding places to get articles pub-
lished is also another route to pur-
sue. There are a myriad of journals,
association newsletters and other
sources for publication. As with a
stellar internal reputation a solid
reputation in the legal field is built
over time. Teach your associates
that being know as an “up-and-com-
er’ or even as a new expert in a field
is key to acquiring future business.

THE NEW NETWORKING

Every associate should learn the ins
and outs of person to person net-
working. The skill in schmoozing and
small talk are key to socializing and
making connections at events and
conferences. The key now is to cap-
italize on the junior attorney’s skills
in social networking. The younger
generation knows how to surf the
net to find the people, places and in-
formation they are looking for. Teach
them how to parlay those wired
connections into live connections.
Show this generation that it’s the
personal touch that creates relation-
ships in the legal world. Teach your
associates how to parlay those wired
connections into live connections.

COMMUNICATING WITH CLIENTS
As most lawyers know it is easier to
get additional business from current
clients then it is to find new business
from prospective clients. Role model
the appropriate behavior that dem-
onstrates to your younger attorneys
that communicating with clients
involves asking questions, listen-
ing, handling complaints and most
especially, offering business solu-
tions that go beyond legal advice.
Teach your associates that commu-
nicating with clients is a fundamental
skill in developing future business.

CROSS SELLING SERVICES
When an attorney has an open
line of communication with her

client she is able to delve into is-
sues that go beyond her practice
area. This is when knowing others
in the firm pays off. The associ-
ate can introduce the client to the
experts in the firm that can handle
the client’s needs. Proliferating the
business you currently have by
knowing the depth and breadth of
what your firm offers is a founda-
tion for developing an ongoing client
relationship. Teach your associ-
ates the benefit of learning about
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the firm and help them match the
client’s needs to internal experts.

ASK FOR WORK

Once an attorney makes
recommendations for business
solutions, offers business advice

and matches legal needs with fellow
colleagues, it's time to ask for the
work. Itis odd to think that a client you
have a good relationship with would
not give you work, but it is possible. If

Continued on page 24>

Resort quality.
Office ready.

You already
enjoy our premium
coffees at the finest

resorts and restaurants
across the country.
Now you can
savor the experience
in your South
Florida office.

Full service. Cost effective.
Resort quality.

Contact us today for your no-obligation,
free tasting. For more information,
call 786.972.5289

www.royalcupofficecoffee.com


http://www.royalcupofficecoffee.com

2011 BUSINESS PARTNER RECEPTION

On July 27th, Bilzin Sumberg hosted our annual Business
Partner Reception. This event is an opportunity to recognize
and show appreciation for the chapter’s tremendous business
partners. Committee Chair Andrea Ellison also awarded
the Chapter’s annual scholarships to four deserving college
students. Special thanks to Jackie Fleites for a great event.
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y: Gina Torres, Legal Staffing Manager,
Personnel Management Solutions

Have Social Networks Changed The
Way Employers Screen Resumes?

The answer is a resounding YES!
As a professional recruiter and
business owner for over 10 years,
one thing | can tell you for certain is
that social networking has changed
the way we screen resumes.

With the popularity of social net-
work sites like Facebook, Twit-
ter, Myspace and LinkedIn,

job seekers need to be aware
of a few things in this incred-
ibly competitive job market.

Number one, if you put it out there,
someone will see it. When we
receive resumes of prospective
employees, we do an initial screen
of your qualifications, we then do
what is called a social network
screening — in other words, we
search Facebook and other social
network pages, as well as other
internet searches. This all happens
before we even make an initial call
to talk to you about your qualifica-
tions. Think about what you put
out there in the virtual world. If
you are applying for a youth coun-
selor position and you have a
profile picture of yourself doing a
keg stand at the last Phish concert
on your Facebook page, you might
not get the call for a potential job.

Right or wrong, this is happening
and you need to be aware of it. Here
a few things you may want to do:

. Set your privacy setting to
the highest levels, but be aware
even by doing this we can some-
times still see your profile picture
(so make sure it is something
appropriate and that you would
want a future employer to see).

. Have two email ad-
dresses, one for sending out re-
sumes and one that you manage
your social media sites with. Itis
much harder for us to find your
information if we don’t have an
email address that is associated
with you social media pages.

. The last thing to always
remember IF YOU PUT IT OUT
THERE WE WILL LOOK AT IT.

Social network sites can be a great
asset for you, if used correctly in
your job search. OR they can do the
opposite, as they can also exclude
you from ever getting an initial call
from a prospective employer.

By doing these simple things,
you won’t have to worry about a
recruiter or future employer find-
ing more information about you
than you are willing to share. ®

Celebrating 40 vEARs
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June’s luncheon welcomed packed room enjoyed Sandy’s

Gary Reif of Reif King & presentation which was extremely

Welch Court Reporting. Gary well research and informative.

and his team showed person’s office dynamics.

the attendees the newest In August a round table was held

technology in court reporting and with approximately 12 attendees. The meeting in September will

the wave of things to come in that The new CLM coaching program be presented by Lisa Medina of

industry. was discussed, along with several Evolution Legal Technology Solutions
human resources issues. The discussing the newest tips

Sandy Boriello presented to the attendees enjoyed the opportunity to 514 trends of the TimeMatters

group in the July meeting on Social  casually chat with peers database program. °

Media in the Workplace. The and learn more about each

Are you interested in becoming a Certified Legal Manager (CLM) but

just don’t know where to start? Maybe you’ve seen notices about
n E I-" study groups but don’t want to let the whole world know you’re think-
- ing about pursuing certification. Well, now there’s an app for that. (Ok,
i not really an app, but it sounds cooler than a “new program”. )

Our chapter is starting a CLM coaching program. You can reach out confiden-
tially to any of the members listed at the end of this article for help. The coaches
are willing to mentor, encourage and support you thru the CLM process. Maybe
you just need to talk with someone before committing or maybe you find the ap-
plication process a little overwhelming or confusing, a coach will help you thru it.

A coach could help you get a study group started, or give
you some guidance should you decide to study alone. They
can help you determine what seminars you have taken meet
the test prerequisites. For more information, please contact the following coaches:

Victoria L. Allen, CLM  Victoria@rmzlaw.com 954-462-1431

Susan L. Butler, CLM Sbutler@wlaf-law.com 305-372-0060

Lisa Dasher, CLM LDasher@WickerSmith.com 305-448-3939
Claudia Hoffman, CLM Claudia.Hoffman@hklaw.com 305-789-7799
Paula Lawson, CLM PLawson@gjb-law.com 305-349-2320

Judi Pawloski, CLM JPawloski@ftl-law.com 954-763-3200
Bernadette E. Peters, CLM Bpeters@admiral-law.com 305-670-2525
Edna Rosen, CLM ERosen@rprslaw.com 954-462-8000

Vicki Smith-Bilt, CLM Smith-BiltV@gtlaw.com 305-579-0765



FUN AND FRIENDS AT THE SEMINOLE HARD ROCK

On June 17th, the South Florida Chapter and the Palm Beach
County Chapter co-hosted a night of food, drink and fun at the
Seminole Hard Rock Hotel & Casino. Special thanks to Marilyn

Fong, Marlon Mendez, James W. Menendez, CLM and
Dawn Tasca for organizing this event.
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As legal administrators, you are
often faced with unusual questions
and issues from your employees.

“l gave you my two weeks notice,
but I'm leaving today and want to
be paid for it anyway” or “What
happens when an employee uses
unearned PTO?” Creating and
implementing an effective Employee
Handbook that embodies your firm’s
culture gives you the documentation
necessary to handle any matter

on a fair and equitable basis.

The fact is that a well-written and
well-executed handbook is a very
powerful tool for law firm success.
By ensuring that your firm’s
Employee Handbook is updated
regularly, you will ultimately protect
your law firm and yourself. Doesn't
it make sense to choose to make
that document one that enables
employees to do their jobs better?

Here are some of the outcomes
you can expect when you
utilize your employee handbook
as a tool for success:

1. Protect your law firm.
Make certain that it includes all
necessary provisions, such as an
employment at-will statement and
a zero-tolerance discrimination/
harassment policies, to name a
few. Failure to include necessary
provisions can subject an
employer to potential liability.

2. When your handbook
indicates that management respects

; ptions, Inc.

and values employees, morale can
improve within your law firm. An
employee handbook must be easy to
read and clear to both the employer
and employee. If the policies and
procedures within the handbook

are vague or confusing, managers
have a difficult time administering
the policies and employees will
avoid reading and following them.

3. Often, productivity can
arise from your employees because
clear boundaries reduce the

need for micromanagement. The
policies and procedures must
clearly outline the expectations

of your staff, as well as what staff
must expect from the managers
and leaders of the law firm.

4, Clear communication up
front avoids confusion later. To
further ensure that an employee
is aware that the firm’s policies
exist, every employee must
sign an acknowledgment form.
The acknowledgement should
also indicate that the employee
understands their obligation to
comply with the firm’s policies
and procedures, and the
consequences for failing to do so.

5. Often managers will receive
fewer complaints because decisions
are made consistently across the
organization. To ensure success,

it is essential that the firm train

all supervisors and staff on the
contents of the handbook and how
the provisions will be administered.

Celebrating 40 vEARs




6. Treating employees equally,
by consistently applying the firm’s
policies and procedures, can help
prevent discrimination claims.
Effective, well-drafted employee
handbooks have earned added
value as a strong defense tool in
unemployment cases. The evidence
necessary includes a showing that
the employee violated a law firm
policy, the employee knew of the
policy, and knew that violating the
policy could result in discipline

up to and including termination.

Most employees want to do a
good job and meet or exceed
management's expectations. Too
often, however, the employee
handbook does not help them do

guidance about what they should
do. Just as providing effective
feedback requires us to name

the specific behavior or outcome
that must change and identify its
specific replacement, reading the
employee handbook should enable
employees to clearly understand the
desired behaviors and outcomes.

If | were to ask you whether your
organization truly gets the maximum
value out of its employee handbook,
would you be able to say yes? °®

For more information on employee
handbooks, employee performance
review systems or any other
organizational planning matter,
contact Firm Options, Inc. at

The Network 15

KELLY

LAW REGISTRY

10700 N. Kendall Drive #303
Miami, FL 33176

(305) 271-5428

(305) 271-5718 Fax
www.kellylawregistry.com
20W1@kellylawregistry.com

Kelly Law Registry, the legal division of
Kelly Services, Inc., a Fortune 500
international staffing company,
specializes in the permanent and
temporary placement of atforneys
and paralegals.

954.903.0503 x 2201 or via email
TMoecker@FirmOptions.com.

that. Handbooks that focus largely
on telling employees what they
should not do provide little or no

Realize Your

Cost Recovery Potential

(equitrac
Professional® 5

ﬁ almost two decades, Personnel Management Solutions has been providing temporary
and direct-hire professional recruitment services to some of the most high-powered,
influential law firms and corporations in South Florida and Michigan. Personnel
Management Solutions executive recruiters select candidates from an extensive network
of highly qualified and professional Associates, Paralegals, Legal Secretaries,
Litigation Support Specialists, and Law Specific Information Technology, Accounting,
and Human Resource Professionals, many of whom we represent on an exclusive basis.
Additionally we provide confidential recruitment and placement of Practice Groups and
Equity Partners. Our in-depth understanding and knowledge combined with actual
hands on law firm experience allows us to find the right staffing and recruiting solutions
for your firm or corporation.

Call to Receive a Free Copy of:

PRINT COST RECOVERY: THE VERDICT IS IN

If your firm needs exceptional candidates or if you are a legal professional in South Florida
seeking new career opportunities, contact Gina Torres “Your Legal Matchmaker” at
(954) 229-1555 or ginapmsi@hotmail.com.

Personnel Management Solutions, inc. | veur Human Resource RESOURCE
1600 W, Commercial Blvd., Suite 104 Ft. Lauderdale, FL 33309 1 (954) 229-1555
www.pmsire:ruiting.ccm

Chris Cooney | 800.327.0183 x1224 | ccooney@equitrac.com


http://www.pmsirecruiting.com
mailto:cooney%40equitrac.com?subject=ALA%20Newsletter
mailto:ccooney%40equitrac.com?subject=
http://www.equitrac.com
mailto:tmoecker%40firmoptions.com?subject=ALA%20newsletter%20article
http://www.kellylawregistry.com
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Continued from page 1 >

ALA members is $40 and $50 for
non-members (Includes Bowling,
Shoes, Two Beverages & Food).

All of the proceeds from this event will
benefit the Susan G. Komen for the
Cure Miami/Ft. Lauderdale Affiliate
with grants for local programs that
offer individuals who are underserved,
uninsured and underinsured the
services needed for breast cancer
health. Did you know that every

eight seconds a woman is affected

by breast cancer? There are more
than 2.5M survivors in the U.S., and
some of these survivors are people
we know. In 2011 more than 230,000
cases were reported and unfortunately
39,000 died from the disease. Men
are affected by breast cancer also.
There were 2,140 cases reported and
450 deaths. The good news is that

there is a 98% chance of survival if
caught on time. This is why we need
to raise awareness about the cause
that we have selected to support.

For more information about
sponsorship, auction or volunteering
for this event or the Susan G.
Komen for the Cure, Miami/

Ft. Lauderdale Affiliate, or how

you can make contributions

directly, please contact me at
grace.c.lopez@weil.com

or 305.577.3130.

Thank you for your support and
commitment in making our charitable
efforts a reality. This effort would not
be possible without the support of

our members, business partners and
friends of this community. We look
forward to another successful event! ®

agine

life without breast cancer:

COASTAL CAR

WORLDWIDE

www.coastalcar.com

Making Life Easy When It Comes To Travel
Fraud 5|'.'|IZ|I'I5-:|" of South Flarida aLA, 2011

=

Celebrating 40 vears



http://www.coastalcar.com
mailto:grace.c.lopez%40weil.com?subject=ALA%20Newsletter

You Only Need One Partner

For Your Document Challenges
IKON Legal Enterprise Solutions

IKON was recently recognized as Best Document Management
service provider in surveys conducted by the New York Law
Journal, the Connecticut Law Tribune and The Recorder (Cali-
fornia), and as one of the best Office Equipment providers
by The Legal Intelligencer (Philadelphia).

Document Litigation Managed Document

Processing Support Services Consulting
Contact your local S. Florida representative: Sherri Kuylen

at 954.835.9000 ext 7811; sherri.kuylen@ricoh-usa.com

KO Document Efficiency
At Work:
A RICOH COMPANY
£ 201 IKON Office Solutions, Inc. IKON Office Solutions®, and IKON: Document Efficiency at Wark® /

A Ricoh Company, are trademarks of IKON Office Solutions, Inc, Ricoh® is a registered trademark
of Ricoh Company, Ltd, All other trademarks are property of their respective owners
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TOP LEGAL

TALENT

IS STILL YOUR BEST

INVESTMENT.

Get the facts you need to retain
top legal ralent.

Call 305.374.2936 today for
your FREE 2010 Salary Guide.

Miami-Downtown
801 Brickell Avenue » Suite 2260
Miami, FL 33131

@ Robert Half" Legal

Project Attorneys | Legal Support | Legal Search | roberthalflegal.com

Have you been
harmed in a
PRINTING
ACCIDENT?

If you have been hurt by printing overages, you
may be entitled to a free assessment by Mosaic.

We help defend law firms against unnecessary capital
costs with a true usage program where you only pay for
what you print.

If it doesn't sound like the kind of thing you'd expect from the typical
copier or printer rep selling this or that brand, well, that's because
we're not. We're consultants who provide accurate reporting to
validate your print environment spending and optimize the
production of your devices.

Objections? You shouldn't have any.

Call 954.738.2417 or email ALA@seemosaic.com
www.seemosaic.com

MOSAIC

WE GET THE BIG PICTURE
|| [

SERVING SOUTH FLORIDA’S
LEGAL COMMUNITY FOR OVER 30 YEARS!

77 LEGAL

SOUTH FLORIDA’S PREMIER
LAW OFFICE RESOURCE!

* One stop shopping
General office supplies - over 30,000 products
Legal specialty products
Stationery and marketing materials
“Green"” products

* Superstore competitive pricing
* FREE next day delivery

» Personalized customer service and experienced
account executives

* Order by web, phone, email, fax or through your
sales representative

* FULL ADVANTAGE REBATE PROGRAM
offers extra savings!

Proud to be a Bronze Sponsor

800/899-9399  Fax 800/844-1191
www.otsflorida.com



mailto:ginapmsi%40hotmail.com?subject=ALA%20newsletter
http://www.seemosaic.com
mailto:ala%40seemosaic.com?subject=
mailto:ala%40seemosaic.com?subject=ALA%20newsletter
http://www.roberthalflegal.com
http://www.otsflorida.com
mailto:sherri.kuylen%40ricoh-usa.com?subject=Inquiry%20from%20ALA%20newsletter
http://www.ricoh-usa.com
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Grief Counseling Director , Contra Costa Crisis Center

Reprinted with permission from of the job that do not change.
East Bay Views, the newsletter What do we need to consider?
published by the East Bay Chap-
ter of the Association of Legal

L. . Death within an employee’s
Administrators, Winter 2006.

close circle:

It is difficult to convey the
importance of a relationship,
especially if the person lived far
away. Elderly parents may never
have seen the office or understood
the job. Who we are at work may
not match with our outside life.

An employee may not be able to
attend a funeral. There is an intense
sense of disconnect between the
intensity of the grief and the inability
to convey it to the work world.

Outside of our families, we spend the
greatest number of hours each week
with our coworkers. Some become
our friends and we enjoy spending
time together; some become our
competitors or a source of stress
and conflict; most are nodding
acquaintances or just a familiar

face in an elevator. Regardless

of the personal relationships we
have, when death enters the
workplace, everyone takes notice.

] ] ] Death of a co-worker:
There is a basic conflict: managers
and supervisors try to meet the
needs of the grieving employee but
there are performance demands

Nothing generates more feelings of
vulnerability than this unwelcome

New Global Solutions is a leading IT solutions
provider offering high quality, practical and

cost-effective networking solutions.

NGS is dedicated to helping small- to medium-sized businesses

implement solutions that control cost and improve overall business value.
Our goal is to meet and exceed expectations, providing a smooth computing
experience that enables clients to focus on their core business.

Call us for a FREE Lunch & Consultation
(786) 888-TECH (8324) - info@ngstech.com - www.ngstech.com
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New Global Solutions. LegalNet _

guaranteeing your net works!
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reminder of the reality of death.
Everyone is impacted. There are
shifts in the workplace atmosphere
that are often accompanied by
anxiety, irritability, poor sleep,

and increased vigilance.

Catastrophic losses:

Some losses may have a degree
of expectedness but the extent
of the tragedy may overwhelm
us. Forecasted disasters (like
hurricanes and tornados) are
just as devastating as those

that come without warning (like
earthquakes). There are
incidents where several employees
die at once (plane crashes,
chemical fires, mine collapses).
When the catastrophe is man-
made and deliberate, like in the
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Jen downloads it.

Meaghan blogs it.

Kevin emails it.
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Tim PDFs it. m‘ .. Mary stores it.
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Danielle podcasts it.

Fortunately, you can trust one company to manage it.

Information. Created and shared in astonishing quantities and formats. Fortunately, you
can partner with Iron Mountain, a global leader in information management services.
We're the trusted partner to more than 10,000 law firms around the world, and we’d like to talk
with you. Please contact Brett Spector at 954.903.3463 or

email brett.spector@ironmountain.

Oklahoma bombing and the attacks
of Sept. 11th, another layer of

Lk

Segue (ség wa)

Welcome to Segue Legal Search,
Florida’s finest Legal support search firm.

Segue Search is a nationally owned staffing
service. In all our offices, the Segue organization
is dedicated to providing our clients and candidates with effective,
service that is flawlessly administered.

Through our broad base of services, Segue Search is able to fulfill all
of your staffing or employment requirements,

Permanent Placement — Temp to Perm — Temp
Legal Administrators

Paralegals
Legal Secretaries
Litigation Support Staff
Accounting and Finance
Library, etc.

Fort Lauderdale (954) 351-1112
lawfl@seguelegal.com

Direct Hire Management Team
Tamara Reed,
Romy Krasner and
Leslie Rosenberg

Temporary Services
Danielle Del Valle

Wishing all ALA Members a Successful Year!
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Office Supplies
Contract Furniture
Forms & Print Management
Promotional Products
Managed Print Services
Secure Document Shredding
Coffee/Breakroom Refreshments
Sustainable Move Solutions
Commercial Moving Crates
Moving Equipment

Adam Berk, VP Business Development
Tel: (202)907-1109
Email: aberk@hitouchservices.com

iceProducts

www.rentacrate.com
www.shredxllc.com
www.mvofficeproducts.com
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shock and pain is added.
How do people behave at work?

Our society says to either heal
quickly or get treatment to “cure”
the grief, find “closure”, and
move on. For the bereaved,

this is easier said than done.

Grievers may feel a strong
obsession with the losses,
constantly replaying, “What

If”. Preventable deaths can
increase a sense of guilt or
anger. Our perception of whether
our loved ones were suffering
may complicate our reaction.

The number of people involved, the
ability of others to offer support,
the chance to talk with others,

and the community’s unity may
affect grief. Whether one person
or many, common feelings are:

* Guilt and/or anger

* Hopelessness

* Loneliness

* Lingering sense of disorganization
» Consuming obsession

with person who died

» Heightened sense of vulnerability,
anxiety, and being unsafe

Grief Management at Work

Become empowered before it is
necessary. Like writing a will or
assembling a disaster kit, everyone
agrees it is a good idea, but no
one wants to do it. Making a
checklist of potential problem areas
can be a critical first step. Itis

the small, practical items listed
below which will have great impact
on the day-to-day management

of grief in the workplace.

Many grievers go through a
crisis of meaning. They wonder

Sabadell
UnitedBank

Bank, now known as Sabadell United Bank.

business.

The value of trust.

1111 Brickell Avenue, 30th Floor
Miami, Florida 33131 T 305.358.4334

Formerly known as Mellon United National Bank

Banco Sabadell has recently acquired Mellon United National

We are committed to understanding the financial needs and

interests of our clients, with the support, experience and solid
infrastructure of Banco Sabadell, the fourth largest bank in
Spain,

Your business and us, United.
Sabadell United Bank believes in your business.

We'll work side by side with you to fulfill all your
business needs. Your ambitions and dreams are our

Celebrating 40 vears

n L n. 1971 - 2011
Associ ¥ ]
Atmintvatons 0"



http://www.mellonunited.com

what is important, why are they
working, and how they want to
spend their days. Their normal

Sample checklist
* Is emergency contact information for all employees current?
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world is shattered. Do not wait e Who maintains this?

for them to call you and ask for

help. Acknowledge that the loss is * Are there extra copies outside the office?

forever and do not expect them to
be the same as they were before.

* Where and who has access?

Listen in silence. It may be the « Determine which employees are most af-
hardest thing you have ever done. fected. (Who does this?)
How an organization handles this e What if it is an individual, a team, the entire work force?

challenge can have long-lasting
effects on the work environment,
the company’s image in the

* Decide office procedures for sharing news (avoid
emails, memos, impersonal communication).

community, and most importantly, » Are there clients/customers to be notified and to be reassured?

on the well-being of the bereaved. °®

e Settle on a spokesperson for the business.

* Interactions with the family of an employee need to
be managed (i.e.: who clears the employee’s work-
space? Who delivers possessions to the family?).

* In what ways can employers acknowledge the continu-
ing bonds between their workers and the deceased?

International
Data
'Depository

2D

Whether you need to store a
few boxes of records or
convert millions of pages of
files and transmit them
around the Globe, IDD offers
the products and services
you need to get the job
done right.

Here are some of the
services IDD offers:

¥ Conversion Services - Paper
and microfilm tumed into digital
images

¥ Data Entry - Key punching, OCR,
ICR database design and creation

¥ Tape Rotations - Total protection for
your backup media

+« Records Storage - Safe, economical
document storage solutions

« E-Vaulting - Disaster protection for
your business

« Certified & Secured Shredding Services - When your
records have passed their expiration date and to fulfill
regulatory requirements

« Outsourcing - Our trained staff at your facility

¥FAQ - Everything you ever wanted to know about records
management [almast)

5195 NW 77th Avenue, Miami, Florida 33166 * PHONE 305 477-7388 » FAX 305-477-1841 » www.intdd.com

Plant your resume on our fertile, revamped site for
legal talent. Let more legal recruiters see what makes you
the right pick. Thousands of targeted, current jobs from
across the nation. Powered by the nationwide
network of ALM publications.

For more information call 305-347-6670 or toll free in Florida
at 1-800-777-7300, ext. 6670 or e-mail amartinez@alm.com

law com
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Cintas Document Management

The Nation’s Leading
Legal Staffing Provider: Specializing in Secure
Document Storage,
Shredding & Imaging.

- Contract Legal Professionals

+ Attorney & Paralegal Search

- Document Review & Project Management Document Imaging/Scanning Solutions

5 Document Storage & Retrieval

+ Online data back-up solution

+ 1st North American AAA NAID & PCI-DSS
compliant provider

f} Secure Document Shredding

Meonroe, Dade and MNorth Broward and
SPEC'AL South Broward Palm Beach
COUNSE,L. Liz Cruz-Alvarez Todd K. Patrick
(305) 793.2887 (954) 410.8216
Special Counsel is a proud sponsor of 305.374.0977 cruz-alvareze@cintas.com patrickt2@cintas.com

the Association of Legal Administrators speciaiconnselcom
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Leadership

Empowered local leaders and
active executive support
nationally

8 Records Management

® Scanning, Coding and Imaging

® Litigation Support
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ernandez, P.A.

Years in Field: 20

What do you enjoy most about your job?: | enjoy being able to partici-

pate in the financial and operational development of the business. There is
no greater feeling than the sense of accomplishment after a project has been
completed, a policy has been implemented or a goal has been met.

What do you dislike most about your job?: For many years | thought working for boutique
firms was holistic in nature. Eventually | realized that having the opportunity of being
involved in all facets of the business was a professional advantage, not a detriment.

What impact has ALA had in your job performance?: The greatest im-

pact has been the ability to collaborate with such highly skilled and special-

ized individuals. Administrators are as unique as the firms they represent. Of-

ten times | have found myself being captivated by their ideas and professional concepts.

To be successful, legal administrators have to: Always remember you were chosen to man-
age a profitable business. Jack Welch said it best: “Number one, cash is king... Number
two, communicate”. Understand that message and you will undoubtedly be successful.

As a legal administrator, | never thought I'd have to: Endure the defeat or celebrate the vic-
tory of a case. Many of our clients become long term partners. These close relation-
ships make us appreciative and obliged to producing the most positive outcomes.

If | weren’t a legal administrator | would be: a Business Analyst. Arole
which | have deeply enjoyed performing in the past. Like many of my peers,
| have also contemplated the thought of becoming an attorney.

Favorite Musical Artist: So many | will not try to list. Music motivates me. No matter how
long my day has been listening to a great song gives me a solid boost of energy.

Last Book Read: The World is Flat by Thomas L. Friedman. Highly recommend it.

Hobbies: There is nothing | love more than spending time with my fam-

ily. A sunny day on the boat, barbecue by the pool, playing basketball with my son, lis-
tening to my daughter sing. | also enjoy most local sporting events, poker game, mo-
torcycle ride or the occasional drink in the company of good friends.
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a client thinks you are overwhelmed
with work because you are not
responsive or you often mention your
tight schedule, then they may chose
not to burden you with more work.
Teach your associates how to ask
for work and not complain about their
workload to clients.

GOAL SETTING IS BUSINESS
DEVELOPMENT PLANNING

Anyone who has run a marathon
or purposefully lost weight can tell
you the importance of goal setting.
Planning smaller action steps in an
effort to achieve a larger goal leads
to success in most endeavors.
Taking the time to write a business
development plan, even for the
youngest attorneys, will make the
business development easier by
setting a direction. All of the above
ideas can be categorized or outlined
in a plan to fit the individual’s
personality and skills level. Goals
need to be SMART: Specific,
Measurable, Attainable, Results-

Le ga ] S'MBLISHL-‘.D 1997 ‘

oriented and within a Timeline. Teach
your associates that the time they
take to write a business development
plan should be as important, or
more so, than the time they take to
complete year end evaluations.

Associate and partner, alike, should
be focused on business development
in this economy. The next step is to
envelop the paralegal, secretaries,
receptions and other staff in the
business development mentality.

Dr. Abrahams has been training lawyers
in major international law firms for over 20
years. She is a prolific writer with her second
book “100 plus Pointers for the New Partner”
published last year by the American Bar
Association Young Lawyer Division. She is
a regular speaker at top law schools, legal
associations and for many non-profits in
the areas of business development skills,
management, leadership and business

etiquette. ©

This article first appeared in
Marketing the Law Firm, April 2011.

Search Solutions, Inc. |

~ Temp & Temp-to-hire Placement ¢ Recruiters

Legal Search Solutions, Inc. is
Florida’s premier legal search and
placement partner. With over 250
years of combined recruiting and
legal experience, we have the
knowledge and expertise to
provide you with the highest
caliber permanent & temporary
attorneys,  paralegals, legal
secretaries and all other legal staff.

Broward: 954-523-7600 /i
Miami-Dade: 305-358-3337
Palm Beach: 561-391-3331

Info@FloridaLegalSearch.com

Patrick Farley
Ralph Ortiz

Broward © Perm Recruiter
Adam Cohen, Esq
Miami-Dade ¢ Perm Recruiter
Coleen Carcelli

Palm Beach « Perm Recruiter
— Sherry Zabriskie
North, cem?a\!@ West FLo Perm Recruiter

_Deborah Arnold
s 5}%@@1‘
itz, Esq

Partn, ’

Harold Diamond
-~ ~William Karp, Esq
u Uil e - Director
[ Pat McCoy

FloridaLegalSearch.com
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PRESIDENT

Victoria Allen, CLM; Rogers, Morris & Ziegler, LLP ......coveeeeeeeerereenen 954-462-1431

PRESIDENT-ELECT

Lisa Dasher, CPA, CLM; Wicker, Smith, O’'Hara, McCoy & Ford.................... 305-448-3939

VICE PRESIDENT - MEMBERSHIP

Jackie Fleites, Bilzin Sumberqg.................

SECRETARY

Edna Rosén, CLM; Rice, Rice Pugatch Robinson & Schiller, PA. ................. 954-462-8000

TREASURER

Mario Rumasuglia, Berger Singerman

DIRECTORS

Marlon Mendez, Holland & Knight LLP.......ccovvririeieeiiiiinininriseeeeeenene 305-789-7571
Mario Rumasuglia, Berger Singerman

COMMITTEES:

AWARDS
Victoria Allen, CLM
Rogers, Morris & Ziegler, LLP

BROWARD
Judi Pawloski, CLM
Peterson Bernard

CHARITY

Grace Lopez
Weil, Gotshal & Manges LLP
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Gigi Gonzalez
Holland & Knight LLP

NEWSLETTER

Gary Smith
Richard & Richard

PAST PRESIDENTS/HOSPITALITY
Marlon Mendez

Holland & Knight LLP

PHOTOGRAPHER/HISTORIAN
Paula Lawson, CLM
Genovese Joblove & Battista

PLACEMENT-ADMINISTRATORS
Marlon Mendez

Holland & Knight LLP

PROGRAMS

Gigi Gonzalez
Holland & Knight LLP

PUBLIC RELATIONS
Bernadette Peters, CLM
Horr, Novak & Skipp, P.A.

REGIONAL COUNCIL
Lisa Dasher, CPA, CLM
Wicker, Smith, O'Hara, McCoy & Ford
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Andrea Ellison-Honore’
Legal Services of Greater Miami, Inc.
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Claudia Hoffman, SPHR, CLM
Holland & Knight, LLP

305-350-2382

954-627-9919
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Calendar

October 19, 2011

2:00 - 3:00 pm

Webinar:

Your Firm’s Risk Insurance
Needs: Professional
Liability Coverage

Free to members at two
locations: Offices of Bilzin
Sumberg OR Broward Bar

October 19, 2011
12:00 - 1:30

Monthly Luncheon - U.S.
Legal Support presentation
Hyatt, Miami

November 4-5, 2011

Region 2 Conference
Charlotte, NC

November 11, 2011
12:00 - 1:30

Broward Lunch Meeting
Timpano’s, Fort Lauderdale

November 16, 2011
12:00 - 1:30

Monthly Luncheon

- Solomon Mansure
Group presentation
Hyatt, Miami

November 16, 2011
2:00 - 3:00 pm

Webinar:

Safe Stress

Free to members at two
locations: Offices of Bilzin
Sumberg OR Broward Bar
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