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Meet Your SFLPA TEAM . . .
Elected Officers:

President.............................................................................................. Carol Romo
President@SFLPA.org
Vice President ......................................................................................... May Sene
VicePresident@SFLPA.org
Secretary ........................................................................................... Sally Mendez
Secretary@SFLPA.org
Treasurer ........................................................................................... Scheryl Warr
Treasurer@SFLPA.org
Governor........................................................................................ Christine Flores
Governor@SFLPA.org

Appointed Officers:

Executive Advisor ............................................................................ Larry McGrew
ExecutiveAdvisor@SFLPA.org
Parliamentarian ............................................................................................. Open
Website Editor .................................................................................. Sally Mendez
WebsiteEditor@SFLPA.org
Bulletin Editor (Pro Tem) ................................................................. Michelle Vigil
BulletinEditor@SFLPA.org
Historian ............................................................................................. Lillian Wong
Historian@SFLPA.org

Committee Chairs:

Membership ........................................................................................... May Sene
Membership@SFLPA.org
Education: ....................................................................................... Frances Skaggs
Education@SFLPA.org
Programs ....................................................................................................... Open
Day-In-Court ....................................................................................... Lillian Wong
DayInCourt@SFLPA.org
Ways & Means (Pro Tem) .................................................................. Scheryl Warr
Ways&Means@SFLPA.org
Legal Procedures ........................................................................................... Open
LegalProcedures@SFLPA.org
Advertising/Marketing ................................................................. Leon Thomas, Jr
AdvertisingMarketing@SFLPA.org
Social Media / Public Relations...................................................................... Open
Career Advancement/Scholarship ................................................................. Open
Interclub .............................................................................................. Carol Romo
Interclub@SFLPA.org
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President’s Message
Carol Romo
Greetings everyone.
I have a very industrious year
planned ahead to better serve our
core members of Legal Secretaries
and attorney support staff in mind.
Starting
with
new
Board
assignments and some first time
Board Members, I am focused on
bringing new ideas and leadership
to our Association. I would also like to see more young
members in our Association and continue to target Legal
Secretaries from every law firm of this great business driven
city known all over the world.
One of my first steps as President was to implement
a new appointed officer, Website Editor, who would bring
our Website into the 21st century by setting it up to assist
with the operation of this Association. I believe the website
is probably the most important and most powerful tool for
drawing new membership and connecting current members
with resources, information and each other. Not only will it
keep people informed timely, it will also help Board
Members by making signup, membership application,
payments much easier to keep track of by having people sign
up and pay online. A photo gallery is being constructed and
a password protected members only section is also there.
We are very fortunate to have our Secretary Sally Mendez as
our Website Editor. Combined with her position as our
Secretary and the years of experience as our Bulletin Editor,
our website will be all that.
This year, I have also combined some of our Committees to
better fulfill and more evenly divide the individual tasks of
our Board Members. Advertising and Marketing are now one
committee along with Social Media and Public Relations, and
Career Advancement and Scholarship. I also sought to bring
new members to the Board and succeeded in getting two
first time Board members. But I am still trying to fill Programs
Chair, Ways & Means Chairs and Bulletin Editor, which are
currently being covered Pro Tem thanks to our Treasurer
Scheryl Warr and SFLPA member Michelle Vigil.
Another goal of mine has always been to increase the
perks for our members, I believe the best way to achieve this
goal is to change the way our Association interacts with legal
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service providers (aka vendors) in San Francisco. By
enlisting the support of different legal service vendors who
are interested in sponsoring our events such as picking up the
tab for our members (only) dinners at meetings, Holiday
party, and annual installation, we can in return show our
appreciation by enlisting the services of these participating
vendors whenever the opportunity might arise for each
individual member present. So, starting with our first
member dinner meeting of the fiscal year on July 24, Litivate
will pay for our members’ dinner and give a brief
presentation before the meeting starts that evening. By
supporting each other in this way, we can develop stronger
relationships with a wide variety of legal service providers.
Speaking of our dinner meetings, our membership meetings
will start taking place every other month starting with the
July member meeting. This will keep our members more in
tune with the operation of the Association and its Board of
Directors. Most Associations under LSI meet every month,
and I think everyone will agree that it is important to stay in
touch with each other more frequently than on a quarterly
basis.
Our educational events will continue to be as good
as they have been. We will continue with our popular Brown
Bags, seminars and evening presentations, as well as our
annual Legal Secretaries Training Course which has been
lauded by attendees and legal administrators alike.
Finally, if you haven’t heard, San Francisco Legal
Professionals Association will be hosting its first LSI (Legal
Secretaries Incorporated) Conference in twelve years in
November 2019. We are already on the road to planning and
putting this much anticipated event together, but we will
need the help of all of our members to make it a real success.
The money we raise by hosting this conference will go
directly to our members by provided financial means to
attend conferences hosted by other Associations throughout
the state. It will also provide opportunity to meet other legal
secretaries throughout the state, many of whom have asked
me when San Francisco will host a conference.
So, with all of the these things planned for this term,
me and the rest of your Board members certainly have our
hands full. But of course, we will need help to get all of things
working like a well-tuned engine. In closing I leave you with
my motto: Take pride in your work and make a difference.
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Interclub Chair’s Message
Carol Romo
As Interclub Chair I am
expected to attend events hosted by
our neighboring Associations under
the LSI umbrella. This includes
trading information about upcoming
educational programs and showing
San Francisco LPA’s support to those
Associations. Therefore, I will be
traveling to Sacramento, Marin,
Contra Costa, Alameda, Santa Clara, and San Mateo to
represent San Francisco Legal Professionals Association at
meetings or fund raising events for these LPA and LSA (Legal

Professional
Associations
and
Legal
Secretary
Associations. By attending events like these, I not only come
away with great ideas, new friends, and fond memories, but
our Association gets Chapter Achievement points which are
kind of like brownie points that get tallied up and announced
at LSI’s annual conference each year. I am always proud to
represent San Francisco LPA at all of the events I go to and
promote our own upcoming events at each function. I will
post the outside events I will be attending on our Event
Calendar on our Website. If you are interested in joining me
please let me know and we can arrange for transportation

Vice President’s Message
May Sene
I serve as Vice President and
Membership Chair of SFLPA for the 2018-2019
fiscal term. In my dual capacities, I plan to
increase the visibility of our great organization to
various law firms in the San Francisco Bay Area
and to increase our membership. I also plan to

increase and promote the professionalism of our
organization. I will work with all SFLPA board
members to ensure that things run smoothly and
efficiently. I also plan to reach out to each of our
existing members to ensure that they feel
appreciated and valued and an important part of
SFLPA.

Governor’s Message
Christine Flores, CBA
As your Governor, I
represent the members of SFLPA at
the quarterly meetings of Legal
Secretaries, Incorporated. I am your
voice and vote according to the
needs of SFLPA. I am your liaison to
LSI and would be pleased to provide
any further information you would like regarding the
conferences and other activities of LSI. In order to keep
LSI apprised of our activities and events, I will be asking
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the Officers and Chairmen to submit Directive Responses
to their LSI counterparts. These are simple questionnaires
which inquire about the events of the previous
quarter. My other role as Governor is to track our Chapter
Achievement. There is a contest every year based on our
activities and events, such as attendance at other local
association seminars and events, attendance at LSI
conferences, as well as our own fundraising, education
and networking efforts. The awards are presented every
year in May at the Annual Conference, and it is my hope
that our participation will earn us an award at the May
2019 Annual Conference.
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Day-In-Court Chair’s And Historian’s Message
Lillian Wong
Greetings! As Day-in-Court
Chair, I set up mock trial and
court tours annually for SFLPA.
I contact a judge and set a
schedule, then get a courtroom,
and host our mock trial.
Last fall, I got volunteers to
partake in a role in our Mock
Trial called, “Humpty Dumpty
vs. the King.” Great experience and turnout for all
who participated.
My goal is to have members get exposure and
experience of the court system, see and participate
first-hand.

Another event last fall, was a court tour at the
9th Circuit Court. We had a guide show us around
and give us the history of the Court and it was a
beautiful Court indeed!
This will definitely leave a great impression as
to what SFLPA is all about – learning and having fun
for our members, which is definitely helpful to
expand your professional career.
As Historian, I’m the record keeper of pictures
that I take and put into album(s) for our annual LSI
conference contest and try to win the best scrap
book award. I snap away with my camera when I
attend classes, conferences, and social events. If you
happen to be at any of our SFLPA meetings, social
events; other chapter associations; and LSI
conferences/events, I will be there to take pictures.
Smile, you might be the next person on the cover!

Executive Advisor/Conference Co-Chair’s Message
Larry McGrew
As your Executive Advisor
and Conference Co-Chair,
I Assist and advise the
incoming President on

matters when needed. As Conference Co-Chair, I oversee
the planning, implementation as well as managing the 2019
November LSI Quarterly Conference pursuant to the
guidelines provided by LSI

Education Chair’s Message
Francie L. Skaggs
LET ME KNOW WHAT YOU
REALLY, REALLY WANT!
I am honored to be the
SFLPA Educational Chair for
another fiscal year and have many
exciting plans for the upcoming fiscal year. According to
our Brass Tacks, it is “important to offer the type of class
or seminar which best fills the needs of your local legal
community for it to be most successful” I have reached
out to many of our members to find out their educational
needs so that I can fulfill them in my Brown Bags.
Many people have requested assistance with
resumes, so for the June 26, 2018 Brown Bag, two
HEARSAY
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exceptional people from Robert Half, Tatiana Silver and
Jon Lucchese, will be presenting “Improving Your
Resume.” I also had requests for assistance with
understanding the court rules that govern our filings. For
that, I have a special evening presentation on July 17,
2017, “Cracking the Code,” with Scott R. Herndon, Ph.D.,
Esq. and I presenting.
One obstacle for people is getting to the Brown
Bags during their lunch hour. I receive many RSVP’s to the
Brown Bags, and then receive emails indicating a need to
cancel due to a filing deadline or last minute emergency.
In response, I have worked to bring our members special
evening presentations that will allow attendees to come
after work when all the deadlines are done. The first
evening presentation will be the July 17 “Cracking the
5

Code” presentation, and another evening presentation in
either September or October about Social Media with
James Wu, Esq., who is an experienced speaker on the
subject. This was a very popular subject at the May 22
Brown Bag and could have gone longer if time allowed.
Another project I have been working on is trying
to get a clerk from the court to come and talk to our
members. My goal is to bridge the communication gap
between the court clerks and professional staff in law
firms. It would be rewarding for both the court staff and
the San Francisco legal staff since we are all working
together to better serve litigants at the court. This project
has been one of the most challenging I have encountered
in my capacity as Education Chair as I have been working

on this for months and have not been able to
accomplish my goal, but will continue to persist.
I would also like to bring back the popular and
successful 3-Day Educational Workshop we had at the
beginning of 2018, in 2019. I will again work with San
Francisco State University and the Paralegal Director or
making that happen again in January / February 2019.
I would like to invite members to please email me
at francieskaggs@gmail.com if you would are interested
in any future Brown Bag subjects that I can bring to you.
Also, I welcome any assistance from people who have
connections or know someone who is interested in
speaking, especially court clerks. Cheers to the new fiscal
year!

Secretary and Website Editor’s Message
Sally Mendez
Sally Mendez was born
and raised in San Francisco, and is
a Past President of the SFLPA and
is the Secretary and Website Editor
She has held several different
Board positions and is the Past
Promotion/Scholarship
Program Chair for Legal Secretaries Incorporated. Today, she

is the Senior Secretary at Altshuler Berzon. Sally has
been working in the legal industry for over 19 years.
Sally has dedicated her time to Civil Rights and
Peace Advocacy since her early childhood upbringing in
the Mission District in San Francisco. She is a past
member and current advocate member of the Mission
Girls Services program which is dedicated to
empowering women in the Mission District.

Treasurer and Pro-Tem Was & Means’ Message
Scheryl Warr

Born and raised a
Southern California girl,
Scheryl began her legal
secretarial career back in
1988, after graduating with
Honors from Watterson
Business College in Sherman
Oaks, CA. Her first job as a
legal secretary, which was her stepping stone into
the legal industry, was working for a personal injury
plaintiff’s firm for four years then into an
Entertainment law firm for two years. In 1995,
Scheryl and her young family moved to the Bay
Area where she ran her own child care business for
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approximately 10 years. The kids grew up and here
she is again since 2004 in the Bay Area back out in
the wonderful world of legal. Scheryl currently
works for Trucker Huss, APC. She has been a
member of SFLPA since May 2014, wherein she
started out as the Chairman of Ways & Means for a
couple years, on the Historian committee in early
2015, and now Treasurer from 2015/19 as well as
temporarily stepping in as the Pro tem chair for
Ways & Means for 2018/19.
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Assistant Editor’s Message
Judy Nakaso
My job as assistant
editor is primarily proofreading - I check for grammar, typos and
those extra spaces that
sometimes sneak by in articles. I
also check for accurate facts (I
don’t pretend to check fake
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news, however). I work with the Editor to ensure
that our publication is accurate because whoever
reads the Hearsay forms a mental picture of our
organization and I want SFLPA to shine in print –
either paper or electronic. Together we succeed!
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Advertising and Marketing Chair’s Message
Leon Thomas, Jr.
Leon Thomas, Jr.
has
been
in
litigation support
for over 35 years

and has worked with many distinguished attorneys and
firms. He is currently a Legal Assistant and Senior
Litigation Secretary at Lorber, Greenfield & Polito, LLP
in San Francisco. As the Marketing/Advertising Chair, it
is Leon’s resolve to create greater presence for the
many legal entities into SFLPA. Leon is single, has one
daughter, and is very active in humanitarian efforts

Editor’s Message
Michelle Vigil
Welcome to the
SFLPA’s Bulletin for July
2018. After our President
Carol Romo’s gentle yet
persistent nudging, I will
be the editor of the
Hearsay for the time
being.
Together with
Judy
Nakaso,
our
assistant editor, we have several new ideas we would like
to bring to the Hearsay.
In an effort to bring a higher quality reading
experience for our members, we intend to publish the
Hearsay quarterly instead of monthly. We believe this will
give us sufficient time to include more substantive
material for an enjoyable reading experience.
Our objective is to enhance the Hearsay for our
members so that it is always informative, entertaining,
and useful. Inside you will find reports from our officers
and chairpersons, detailed flyers with upcoming social

and educational events, as well as articles on legal
practices and developments, practical advice, and “howto” articles to help our readers achieve career goals and
uphold pride in being the best in the legal field.
The President and Hearsay Editors are happy to
receive written article contributions for our next issue,
from secretaries, paralegals, law clerks and other legal
support professionals, so we can include a wide range of
legal-related topics. “How-to” articles regarding MS Office
and other office software are encouraged and welcome.
Our Historian, Lillian Wong, will provide pictures
from conferences and events, and for those rare days
when you have down time, a legal word search or
crossword puzzle will be included in each issue.
I truly hope that this periodical will be a benefit to
the SFLPA community and I would like to thank you in
advance for your positive support and feedback.
Editor’s Dedication:
To Mr. Burland, Ret., Teacher and Mentor.

Mat Yamagata

Director of Business Development

415.213.5883 P | 877.771.3312 P
415.518.0110 C | 877.561.5538 F
www.Litivate.com; Mat@Litivate.com
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Upcoming Events . . .
COME JOIN US FOR PAINT NITE IN SAN FRANCISCO on Wednesday, August 1, 2018 at 6:30 p.m.
DEADLINE TO BUY TICKETS IS NEXT WEEK TUESDAY, JULY 17th.
Join San Francisco Legal Professionals Association as we raise glasses and funds for a worthy
cause! The event will take place at the Hotel Majestic at 1500 Sutter Street. A turn-of-the-century
masterpiece with vintage Edwardian décor and architecture as well as luxury accommodations,
the Hotel Majestic is one of the premier hotels in San Francisco, California. Located near the
Victorian neighborhoods of the Pacific Heights, it is one of the rare San Francisco buildings to
survive the Great Earthquake of 1906 and the subsequent fire. This boutique hotel is one of a kind
and even has a few ghost stories.
Our fundraiser is raising the funds to support the upcoming 2019 SFLPA November LSI Conference
that San Francisco Legal Professionals Association will be hosting at the Hilton in San Francisco,
Financial District. So come on out Wednesday, August 1st at 6:30 p.m. for a fun evening of
painting, food and drink and let your creative side out. Bring friends, family and co-workers. You
are guaranteed to have a great time!
When you buy a ticket to this event, $15 will be donated to our help SFLPA fund the conference.
Feel good about giving as our local artist guides us through two hours of painting, drinking, and
laughing ‘til your cheeks hurt. The best part? You don’t have to be an artist to have an amazing
time.
To purchase tickets and see the painting I selected please go to this link:
https://www.paintnite.com/events/city-blossoms-at-the-hotel-majestic-10088343
or this link through our SFLPA website:
https://www.sflpa.org/events-calendar/
If you have any questions, please feel free to email me and I will respond. Hope to see you there
so mark your calendars. Thank you.
Sheryl Warr, Treasurer

HEARSAY

July 2018

9

HEARSAY

July 2018

10

HEARSAY

July 2018

11

Articles
The Changing Role of the Legal Secretary
By:
Jennifer Hill, President
JHill’s Staffing Services, a Division of Marcum Search LLC
310-432-7532
Jennifer.Hill@marcumsearch.com
www.jhccs.com
Association of Legal Administrators • 8700 W Bryn Mawr Ave • Suite 110S • Chicago, IL • alanet.org
Executive Summary
This white paper outlines the issues surrounding the changing roles of the traditional legal secretary and offers
a definitive role-based solution that can be applied across the entire legal community, resulting in a more
efficient and successful workforce that can be recruited across firms.
There is a need for law firms to come together to define the varying responsibilities of the legal secretary. Since
2004, advances in technology have affected these positions, resulting in a need for new definitions of specific
functions. If the legal community can collectively define those roles, the result will be a more effective and
successful workforce that firms can recruit with ease.
Because technology has impacted the way in which firms conduct business, there has been a breakdown across
the industry in how legal secretaries perform work. In her article, “The Changing Role of Legal Support Staff,”
Cynthia Thomas, Founder of PLMC & Associates, stated the following:
“Recent advancements in technology used by law firms have blurred the lines between legal
assistants/paralegals and legal secretaries. What were once two separate and distinct positions now
overlap, and both jobs have changed significantly.” (Thomas n.d.)
Quickly evolving technological advancements have created a shift in work culture, including the type of work
secretaries do. Attorneys are able to conduct much of their work without assistance, which leaves the
secretarial team supporting more attorneys than ever. Further, the specific skill sets needed vary across firms,
causing confusion and hiring problems during cross-recruiting.
The solution requires an understanding of the Traditional Legal Secretary (TLS) and the Legal Secretary of the
Future (LSF). Whereas the former tends to be highly reliable with much more experience, the latter may be
more highly educated and adaptable, and tends to commit to positions for only two to five years before moving
on. This leaves hiring managers facing tough decisions during recruiting.
The solution proposed here is one that delineates specific roles based on skill sets of the secretarial force. Titles
and roles include:


Legal Secretary



Legal Assistant



Legal Administrative Assistant



Pod Legal Secretary



Legal Word Processor



Workflow Coordinator
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An industry-wide standard agreement regarding the definitions of these roles will result in a more
effective workforce with better skills, leading to the overall success of firms and their employees.
Introduction
The ratio of legal secretaries to attorneys has
changed dramatically since 2004. But the workload
has not. At first glance, it appears as though fewer
secretaries are required to conduct business.
However, based on the “2017 Changing Role of the
Legal Secretary Survey,” the real challenge is that
technological advancements have had a major
impact on the way attorneys operate — new
applications and resources have given them more
efficacy. Today, attorneys are more self-sufficient
than ever and require less traditional skills from
their legal secretaries. This has led to changes in the
type of work firms require from legal secretaries,
resulting in the need to define new roles.

TRADITIONAL LEGAL SECRETARY (TLS)



A legal secretary with more than 10 years of
experience working in a law firm or corporate legal
department



Someone who is most often reliable



A person who is typically less
technologically savvy



Often less open to change

LEGAL SECRETARY OF THE FUTURE (LSF)



A person with his or her bachelor’s degree, as
well as possibly a paralegal certificate

In 2004, the average attorney-to-legal-secretary
ratio was one-to-one, and occasionally two
attorneys to one legal secretary. In 2016, the U.S.
Bureau of Labor Statistics showed that there were
792,500 lawyer positions and only 191,200 legal
secretary positions. This means that the ratio has
increased to four to five attorneys to one legal
secretary. Why did this happen, and what does this
mean for law firms and their hiring practices?



Someone who will likely only commit to a
position for two to five years before moving on to
something else



A person with exceptional technology skills and
adaptability, but who may require some training
on follow-through and being proactive



According to a session on “Alternative Approaches
to Secretarial Support” at the 2017 Association of
Legal Administrators Annual Conference & Expo,
Latham & Watkins launched a FAST program in fall
of 2013. This program entailed hiring recent college
graduates to be trained to support a First-Year
Associate Team (FAST) made up of fall and summer
associates.

It will be important to the LSF to be constantly
evolving as the technology continues to evolve

When this happened, other large law firms began to
look at creating their own alternative models for
utilization of their legal secretarial staff. For
instance, a major Los Angeles law firm sought
solutions to the issues that were affecting company
culture due to these impending changes. There had
been a shift in the way their associates and partners
were conducting business, which had resulted in the
need for fewer secretaries. Although the workload
had changed, there was still a need for the support
of the secretarial team. Their legal secretaries were
now paired with more attorneys than ever, and they
HEARSAY
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wanted to discover a solution that would help them
adapt to these changes.
Background
In 2013, this major Los Angeles law firm needed help facilitating solutions to enable their legal
secretaries to adapt to increased attorney pairings and to the potential new models that they
would be piloting. It was important to the firm because the secretaries’ work was still in high
demand, as they are a major component to the firm’s success. JHill Staffing Services spent several
months researching the specific changes they expected, how those changes would impact the type
of work secretaries were expected to do, and how they would execute that work.
Throughout the project, the firm focused on listening to the frustrations of various legal secretaries
and providing them with the opportunity to offer feedback and suggest possible solutions. By
allowing them to create their own solutions, they became more empowered around the changes
affecting their careers, which led to less stress and anxiety. During change management,
communication and training is key to the success of the firm; team cultures thrive when people are
informed and companies are transparent.
This initial research revealed that the biggest changes facing law firms today — for associates as
well as leadership — are technology-centric:



Technology has changed the way firms conduct business, and they are searching for
solutions to help them and their employees adapt in a quickly moving economy.
Technological advancements have given attorneys the ability to execute most of their
own work, therefore requiring fewer Traditional Legal Secretary roles.

For example, one managing partner of a boutique real estate firm in Los Angeles stated, “I no
longer need my own secretary. I can use my own boilerplate forms to do most of my work.”
This topic continued to gain momentum in the legal community, and shortly after the first firm
program, JHill Staffing Services led a similar class for Legal Secretaries, Inc., where it discussed the
previously stated issues as well as the following:




When change happens, people feel left out.
There can be fear that a person’s current job is no longer safe.
An individual’s skills are becoming obsolete.

The secretaries in attendance felt the class had significance, as many could relate to the issues
discussed. After the class, one individual said, “After your program, I can see why I’ve been
terminated in several of my recent positions. I now have an action plan to be an indispensable
resource where I work next.” She landed a new position soon after that meeting and was with
that firm for several years. The key to her success was determining what was missing and her
willingness to adapt to change. She learned that she cannot alter her behavior until she first
identifies what is missing.
“You need to give people a way to remain viable.”

— Robert Cramer, Director of Human Resources, Irell & Manella
After this initial program, JHill Staffing was invited to facilitate a roundtable discussion among several
law firms in Southern California. They wanted to determine how they could approach the changing
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role of the legal secretary in their respective firms. It started with a survey of law firms throughout
Southern California to assess the current state of their secretarial teams.
The survey included the following questions:
1. What alternative models are firms piloting and/or testing with regard to secretary
utilization?
2. What are the biggest challenges and/or obstacles with implementing or utilizing these
pilot programs?
3. What benefits (if any) have been noted from using these new models?
4. If your firm has not implemented any new models, do you anticipate creating and
implementing new models in the next three to five years? And if not, why?
5. What is the biggest change over the past three to five years in the way you are utilizing
your legal secretaries?
6. What are your criteria for hiring legal secretaries?
One member of this roundtable survey shared that the biggest challenge for their firm was
finding top quality secretaries at reasonable compensation, who have the skills for “tomorrow’s
attorneys” but can still meet the needs of “yesterday’s attorneys.”
Upon completing the roundtable and reviewing the results of the survey, it quickly became
apparent that there are two distinct types of legal secretarial candidates: The Traditional Legal
Secretary (TLS) and the Legal Secretary of the Future (LSF).



A Traditional Legal Secretary (TLS) is someone who has been a legal secretary for
more than 10 years; who is loyal and reliable; but who does not necessarily have the
strongest technical capabilities and/or the willingness to develop new skills.
A Legal Secretary of the Future (LSF) is extremely tech-savvy; open to change (in fact,
enjoys and prefers change); typically has a bachelor’s degree; and often possesses a
paralegal certificate.

The downside of the LSF is that he or she could be less stable and not as likely to stay at one firm
for more than two to three years. This leaves law firm management with a challenge.
Which type of legal secretarial candidate is better to hire: a TLS or a LSF? The answer is both —
each law firm has a different style and culture. Throughout my study, one common denominator
was that firms tend to utilize legal secretaries in different ways.
“One reason people resist change is because they focus on what they have to give up, instead
of what they have to gain.”
— Rick Godwin
The second major issue is that there are two major challenges to the changing role of the legal
secretary:



The change in roles, and the need for new job titles and their respective job descriptions.
Understanding the difference between the TLS and the LSF, and how each would fit into
new roles.

This study revealed a lack of agreement on how to define the new roles of the legal secretary,
which is highly problematic when it comes to cross-firm recruiting efforts. For example, one firm
might use its secretaries for traditional skills such as transcription, filings, booking meetings and
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answering phones, whereas another firm might utilize its secretaries for word processing and
hybrid paralegal work.
It is not unusual for a firm to hire a recruit they believe to be highly capable, only to discover that
the individual is lacking the skills that the firm needs for the position. Without highly defined roles,
skills are not transferrable across firms.
“Traditionally, the terms legal assistant and paralegal were used interchangeably, with both
referring to a nonlawyer legal support staff member who, after education and training,
performed substantive legal tasks.”
— Cynthia Thomas

(a)

Firms Surveyed
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In September 2017, a survey was provided to more than 100 law firms in California. Of the 39
law firms that participated, more than half had offices in California with between 10 and 50
attorneys.

(b)

Attorney-to-Legal-Secretary Ratios at Firms Surveyed
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The findings from the 2017 study were consistent with the numbers provided
by the U.S. Bureau of Labor Statistics data from May 2016, showing an
average ratio of between four and five attorneys to one legal secretary.
(c) Percentage of Firms Using New Models

40%

60%

YES

2017 Changing Role of the Legal Secretary Survey (Hill, 2017)

(d) Types of New Models Being Utilized

6%

6%

17%
12%

24%

12%
17%

Junior Person Helping Team

Lead Secretary plus junior secretary

Team Model

Other Team Model

Hybrid Secretarial/Paralegal

Practice Group Team

Receptionist Overflow model

Dedicated Overflow Secretary

2017 Changing Role of the Legal Secretary Survey (Hill, 2017)

At the time of the study, fewer than half of the firms surveyed were utilizing new models. Of
the firms that were utilizing new models, the most common type of new model being utilized
was the “Practice Group Team.”
HEARSAY

July 2018

17

2. Solution
Based on this research, to answer these problems, the industry must agree collectively on how to define each
new role, and that by naming those roles and defining them, it will be easier to understand what skill sets are
required for each.
Below are the suggested titles and the accompanying definition of each title:
Legal Secretary: Individuals who work in law firms and are
supervised by a paralegal or attorney. The legal secretary is
responsible for interacting with clients, court filings, dictation and
other administrative support matters.
Legal Assistant: Individuals who have their paralegal certificates
and divide their time equally between

“Law firms need to begin to reclassify
and create new job descriptions,
duties and titles to better reflect the
support staff’s actual
responsibilities.”

— Cynthia
Thomas
paralegal tasks, including researching and preparing discovery, and legal secretary tasks, up to and including
filing, docketing and assisting their attorney in the practice of law. The legal assistant has an advanced
understanding of the law and legal proceedings.
Legal Administrative Assistant: Individuals who support attorneys with administrative and clerical matters,
including billing, scheduling meetings and travel, and answering phones.
Pod Legal Secretary: Individuals who belong to a pod or team or practice group of legal secretaries and are
not specifically assigned to any one attorney. This pod or team may have one lead pod legal secretary called a
workflow coordinator who manages and coordinates workflow among the other team or pod members.
Legal Word Processor: Individuals who compose, edit and format documents for attorneys in a law firm or
corporate legal environment.
Workflow Coordinator: A lead legal secretary who has more than five years of prior legal secretarial
experience working in a law firm and is responsible for coordinating the workflow of other legal secretaries.
The first step in embracing the changing role of the legal secretary is to create industry-wide agreed-upon
definitions and implement them. Once the legal community can agree that the role of the legal secretary will
continue to evolve and to work on defining these individual roles, the legal community will be in a better
position to hire, train and retain top legal secretarial talent in the future.
ALA Code Set Defines the Roles
In 2014, ALA began developing a code set that could change the way the industry hires employees, evaluates
efficiency and staffs back-office operations. The ALA Uniform Process Based
Management
System
(UPBMS) is a set of codes developed to provide a standard framework for defining and classifying legal
operations.
These codes provide a standard framework for legal operations to develop, implement and maintain successful
management and operational strategies, and encourage the use of a common language and approach to legal
support operations across the industry.
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High-performing legal operations recognize the importance of effectively managing the diverse and increasingly
specialized support services required to increase productivity, reduce risk, and improve the quality and value of
their services.
The ALA UPBMS creates universally recognized standards that improve the understanding of how
administrative and operational processes are identified, organized and performed within their organizations.
Titles can mean different things from firm to firm. As noted in the previous section, there are several types of
legal secretaries with varying roles. The UPBMS codes have a number of potential applications — for example,
to strengthen the hiring process. If law firms had a uniform definition of each role, they would potentially be
able to create a more accurate job description for open positions, which could help firms attract the most
qualified candidates.
With each new release, ALA looks to be able to further clarify each support staff member’s role — and help law
firms and other organizations better understand the value firms’ legal teams provide.
To review and start to implement the UPBMS codes in your firm’s job descriptions, access the latest
UPBMS code set PDFs here.
These codes and further job descriptions will be upcoming in a UPBMS-based Job Description Toolkit that ALA
is compiling with the help of some members. We will be working to make this available to members as soon as
it rolls out.
Further Education and Training
A primary element of the successful shift in the culture will be developing and implementing programs that
highlight the benefits of working in the legal services industry in order to capture the interest of students and
graduates. When people are planning their careers, there is an opportunity to capitalize on the advantages of
beginning a career in a supporting role at a law firm or corporate legal department.
Over time, traditional secretarial training classes have gradually disappeared, while degree programs in paralegal
services have flourished. It is imperative that the legal community comes together to further develop training
programs for recent graduates. Specifically, firms should have specialized training programs for the first one to
two weeks of employment. Regardless of the size of the firm, it should be noted that these first weeks are critical
to the long-term success and growth of the individual.* While it might seem time-consuming, it is important to
note that most conflict and staff turnover happen because of a lack of empowerment and proper onboarding
when people are initially hired.
*Some larger firms have rolled out 6- to 18-month training programs, where their legal secretary trainees are exposed to all
different areas of law as “floaters.” Once trainees complete their full training, they are then assigned to an open desk.

Recommendations for empowering your new team members during their first week:
✓ Create a buddy system. People need to feel connected and supported. Even if it is a small firm with no

other support staff, the new hire should have a buddy or mentor who can answer questions and make
the new team member feel welcome. In a smaller firm, this may be an attorney, whereas at a larger firm,
peer-to-peer mentoring systems are recommended.
✓ During the first three days, the new hire should be offered a minimum of four hours of training

with a senior staff member or trainer. This should be a basic introduction to the company’s infrastructure,
including training on systems, procedures, software programs and basic day-to- day functions.
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✓ A clearly defined role and set of expectations for the job and responsibilities should be communicated

within the first week. The quickest way to prevent confusion and unfulfilled expectations is to clearly
state expectations, as well as deadlines and timetables.
Throughout the duration of the individual’s employment, additional communication and training should be
provided regularly to keep pace as these needs change over time.
Longevity
One of the biggest drawbacks of the Legal Secretary of the Future (LSF) is that he or she will likely only commit
to the role for one to three years. There are many ways to incentivize LSFs to stay long-term, including offering
clear career trajectories or opportunities to bill time and take on additional paralegal-oriented responsibilities
as they grow with the firm.
Legal secretaries who possess paralegal certificates have the capacity to be billed out; however, most firms are
unclear about the parameters. They do not know when it is appropriate to bill their time or what their rate
should be.
When a firm is in the process of creating and defining these roles, the executive team should consider that the
potential for billable time should be factored into compensation and discussed as an incentive to hire these
types of candidates.
There are three key elements that will motivate an LSF and help keep that valuable staff member with the firm
or company for a longer duration:
1. Financial compensation
2. Upward mobility/growth/training development
3. Acknowledgement and appreciation

Another model that some firms have implemented with success is hiring an LSF who only commits to a twoyear contract, or until he or she moves on to law school or graduate school. In this case, both parties have
clearly defined expectations that create a win-win situation for the law firm and the LSF.
Finally, whether you are hiring an LSF or a Traditional Legal Secretary (TLS), firms will need to anticipate the
challenges that arise during the transitional period of changing/redefining roles.
People often resist what they do not understand. Therefore, the more transparent firms can be with their teams
about anticipated changes and expectations, the easier the transition will be for everyone.
During the period of change, it is important to get your current legal secretarial team to buy in. The following is
a list of recommendations that will help firms accomplish this goal:
✓ Give opportunities for feedback either via an open-door policy or an anonymous comments box in your

office.

✓ When giving feedback, utilize empowering language such as “What worked was X” and “What I

would love to see more of is Y.”

✓ When dealing with upset in the office, utilize keyword backtracking. Repeat back to the person

what they are upset or frustrated about, clarify their frustration and ask for participation in coming to a
solution.
✓ Get curious. Take a stance of curiosity when faced with pushback from attorneys or secretaries
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about the changes that are happening. Ask open-ended questions that encourage participation.
✓ Give individuals a chance to contribute. In midsize to larger firms, give people the opportunity

to create teams that can be responsible for facilitating trainings for new staff members. People who have
extra time on their hands can sometimes use that time to stir the pot if not given a higher goal or task to
focus on. Giving people the opportunity to participate will help create buy-in into the new roles and
programs.
3. Conclusion
As culture continues to shift with the speed of technology, the varying roles of the legal secretary must be
distinctly defined in a manner that is agreed upon across the industry. Doing so will result in more effective skill
sets, along with the respective roles. Further, this will lead to more effective cross-firm recruiting and overall
success of firms and their employees, as well as secretarial teams that are more efficient and effective.
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ARE YOU A PROFESSIONAL?
How you look, talk, write, act, and work
determine whether you are a professional or an
amateur. Society does not emphasize the importance
of professionalism, so people tend to believe that
amateur work is normal. Many businesses accept
less-than-good results.
Schools graduate students who cannot read.
You can miss 15% of the driving-test answers and still
get a driver license. "Just getting by'' is an attitude
many people accept. But it is the attitude of
amateurs. Do not ever do anything as though you
were an amateur. Anything you do, do it as a
Professional, to Professional standards. If you dabble
at most things, you will wind up with a dabble life
because there is no satisfaction in not having real
production you can be proud of.

Develop the frame of mind that
whatever you do, you are doing it as a
professional and move up to professional
standards.

assignments. An amateur tries to get out
of difficult work.

A professional completes projects
as soon as possible. An amateur is
surrounded by piles of unfinished work.

A professional remains levelheaded and optimistic. An amateur gets
upset and assumes the worst.

A professional generally displays
enthusiasm, cheerfulness, interest, and
contentment.
An amateur usually
displays anger, hostility, resentment, and
feels victimized.

A professional persists until the
objective is achieved. An amateur gives
up at the first opportunity.

A professional produces more
than expected. An amateur produces just
enough to get by.


The most successful beings in any
field, including living itself, are those who
hold true to professional standards.


A professional produces highquality products or service. An amateur
produces medium-to-low grade products
or service.


A professional learns every aspect
of the job. An amateur skips the learning
process whenever possible.


A professional earns high pay. An
amateur earns low pay and thinks it is
unfair.


A professional carefully discovers
what is needed and wanted. An amateur
assumes what others need and want.


A professional has a promising
future. An amateur has an uncertain
future.


A professional looks, speaks, and
dresses like a professional. An amateur is
sloppy in appearance and speech.

Never let it be said of you that you lived an
amateur life.
The first step to becoming a
professional is to decide that you ARE a professional.
Are you a professional?


A professional keeps his or her
work area clean and orderly. An amateur
has a messy, confused, or dirty work area.

A professional is focused and
clear-headed. An amateur is confused
and distracted.

A professional does not let
mistakes slide by. An amateur ignores or
hides mistakes.


A professional jumps into difficult
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Photos from the LSI Conference, May 2018
Class is in session with the legendary, Larry
McGrew.
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Photos from the LSI Conference, May 2018
A lovely garden lunch.
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Photos from Hollywood LSI Conference, May 2018
Francie Skaggs, displaying the
tee shirt that says it all!
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Photos from 2018 Installation Gala

Looking sharp
at the 2018
Installation
Gala
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Photos from 2018 Installation Gala
The passing of the gavel from
former President, Larry McGrew
to current President, Carol Romo
at the 2018 Installation Gala.
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Photos from 2018 Installation Gala
The lovely Terralyn Graff,
SFLPA’s former Programs
Chair.

Our treasurer, Scheryl Warr, and Terralyn
Graff mingling.
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Photos from 2018 Installation Gala

Members and friends
enjoying the event.
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Photos from 2018 Installation Gala
Our officers being sworn in.
From left to right, Christine Flores, Scheryl
Warr, Sally Mendez, May Sene and Carol Romo
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Sally Mendez and
friend posing at the
Gala
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Legal Secretaries, Incorporated
LEGAL SPECIALIZATION SECTIONS
CIVIL LITIGATION
CRIMINAL LAW
FAMILY LAW
LAW OFFICE ADMINISTRATION
PROBATE/ESTATE PLANNING
TRANSACTIONAL LAW

ARE YOU A MEMBER OF THE LEGAL SPECIALIZATION
SECTIONS?


IF NOT, HERE ARE TEN GREAT REASONS WHY YOU SHOULD BECOME A
SECTION MEMBER:
Reasonable annual dues. ($20.00 per section; $75.00 for all six!)



Continuing Education in all areas of the law.



Quarterly educational programs—Free to Section Members.



Spring Regional Seminar (So. California) and Fall Regional (Northern California) offering
a discount on registration fees to section members.



Quarterly newsletters containing up-to-date information, including changes in the law, new
forms, and legal articles.



Statewide roster of all members in all sections, for easy access to local procedural
information in other counties.



California Certified Legal Secretary®/MCLE/Paralegal CEU credits.



Networking provides a forum for the exchange of information.



Respect from employer when you pass on valuable information obtained at workshops and
seminars.



Professional and personal excellence.

For more information, contact Dawn R. Forgeur, CCLS, Legal Specialization Sections Coordinator,
500 Capitol Mall, Suite 1600, Sacramento, CA 95814, email: drforgeur@stoel.com
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INTRODUCTION TO THE SAN FRANCISCO LEGAL PROFESSIONALS ASSOCIATION (“SFLPA”)
A Professional Association for Legal Secretaries and Other Law Office Professionals
(Formerly San Francisco Legal Secretaries Association (“SFLPA”))
Established 1936
Member Legal Secretaries, Incorporated,
A California Nonprofit Corporation
Established 1934
SFLPA Objectives
 The objectives of SFLPA are to provide its members with educational programs, personal benefits, networking and
the promotion of professionalism.
Membership Information
 SFLPA has been in existence since 1936, and in October 2003 changed is corporate name to San Francisco Legal
Professionals Association. It is a nonprofit corporation. SFLPA is one of nearly 60 local chapters affiliated with Legal
Secretaries, Incorporated (“LSI”), a California nonprofit corporation.
Membership Eligibility
 Membership is available to anyone with a minimum of one year’s experience in a law office or engaged in work of a
legal nature; permanent employment in the legal field at the time of application; attendance to two SFLPA sponsored
functions; and sponsorship by an active member. Associate Membership is available to individuals with less than one
year’s experience.
Membership Benefits
 CLE-Approved Educational Programs each month
 Multi-Week Legal Secretaries Training Course
 Major Medical Insurance
 Cancer and Intensive Care Policy
 Individual Retirement Account
 Network (local/statewide)
 Provident Central Credit Union
 Automatic membership with LSI
 Employment Listing Service
 Subscription to “The Hearsay” a monthly SFLPA newsletter
 Members are eligible to join the Provident Central Credit Union throughout California.
 LSI Legal Specialization Section:

Criminal Law

Family Law

Law Office Administration

Civil Litigation

Probate/Estate Planning

Transactional Law (Corporate/Business, Real Estate)
 Each Section includes timely newsletters, a statewide membership roster for the section, periodic regional seminars
and workshops at LSI’s quarterly conferences.
 Employment listing services available to members and attorneys at no charge.
 California Certified Legal Secretary (“CCLS”)

SFLPA supports the California Certified Legal Secretary certification program. A study course is available for those
who wish to sit for the one-day examination, which is given semi-annually. The CCLS examination tests California legal
procedure, terminology, ethics, administrative, bookkeeping, communication, and performance skills.
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CHANGE OF ADDRESS FORM
Member Name __________________________________________________________________________
New Address _____________________________ City ______________________ State _____ Zip ______
________________________________
New Home Telephone

________________________________
New Office Telephone

________________________________
New Personal Email Address

________________________________
New Work E-Mail Address

New Employer Name ______________________________________________________________________
New Address _____________________________ City ______________________ State _____ Zip _______
Please indicate preferred contact method:



YOUR SPECIALTY:
□ Administrative
□ Appeal
□ Arbitration
□ Business/Corporate
□ Probate/Estate
□ Taxation

Home



Work

□ Criminal
□ Family
□ Law Office Management
□ Litigation
□ Real Estate
□ Other (Specify):
________________________
________________________

Please submit to:
SFLPA
P.O. Box 2582
San Francisco, CA 94126-2582
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Member Benefits of Legal Secretaries, Inc. (“LSI”)
Advantages of Membership
LSI® provides educational, professional, and personal development information to legal support staff throughout the state of California.
Many educational opportunities are available to members (and non-members, for a nominal fee) throughout California.





Monthly educational programs and newsletters are provided by local associations
General educational programs are offered at each LSI conference free to anyone wishing to attend. Topics vary among specialized
areas of law, ethics, law office products and management, and personal development. Click on LSI Events for more information about
upcoming LSI Events.
Members (and non-members) are given the opportunity to join one or all six Legal Specialization Sections. Each specialization section
offers seminars and newsletters on specific areas of law. Seminars are presented at each LSI quarterly and annual conference free to
LSI section members and at a reduced cost to non-section members. For more information, click on “Legal Specialization Sections.”
Many local associations offer study groups for members interested in preparing to take the California Certified Legal Secretary
(CCLS®) examination. Information on the CCLS examination can be found by clicking on “California Certified Legal Secretary.”
These programs are designed to provide current material and educational tools to enable law office support staff to remain current with
the changes in general law, as well as in their respective areas of practice.
MAKE A CAREER CHOICE – BECOME A LEGAL PROFESSIONAL
Why Become a Legal Professional?







Competitive salaries and benefits
Knowledge and skills allow the freedom to work anywhere
Competent legal professionals are well respected in the legal community
Legal professionals fulfill a vital and meaningful role for law firms and attorneys
Continuing education enhances legal professionals, making them an asset to every employer
Why Join Legal Secretaries, Incorporated?










Become one of the 2000 elite legal professionals in California
Build a network of knowledge by meeting other legal professionals
Continuing education is the main focus of Legal Secretaries, Incorporated
Our motto: Excellence through Education
Expand your personal and professional development and skills through a multitude of educational opportunities offered statewide
Enjoy discounted educational benefits through the Continuing Education of the Bar
Become a California Certified Legal Secretary (CCLS®) through a course of study and a comprehensive examination
Easily maintain your CCLS credits and your MCLE credits through workshops and seminars sponsored by the Legal Specialization
Sections of Legal Secretaries, Incorporated
How You Can Become a Legal Professional:






Learn basic secretarial and computer skills
Enroll in a legal secretarial or paralegal course through business schools and college courses
Enroll in a training course offered by a Legal Secretaries, Incorporated, association in your area
Legal Secretaries, Incorporated, offers scholarships to non-members interested in pursuing a career in the legal field

Discounts for LSI Members
In addition to the many educational and networking opportunities, LSI members may receive discounts for certain educational seminars
and publications offered through Continuing Education of the Bar (CEB). Agents for insurance and financial providers are available as
resources when members inquire about benefits in an effort to obtain the best coverage for each member’s individual needs and location.
Access to credit unions and rental cars are also available.
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A professional Association is defined by Wikipedia as a non-profit organization seeking to further a particular profession,
the interests of individuals engaged in that profession, and the public interest.
Drive traffic to your Website. A website is the digital marketing hub. It is also especially important for engaging the
general public. If you want to influence new members, you will want to get them to your homepage where you can
convert them.

HEARSAY
San Francisco Legal Professionals Association
Post Office Box 2582
San Francisco, CA 94126-2582

Code of Ethics
It shall be the duty of each member of Legal Secretaries,
Incorporated, to observe all laws, rules and regulations now or
hereafter in effect relating to confidentiality and privileged
communication, acting with loyalty, integrity, competence and
diplomacy, in accordance with the highest standards of
professional conduct.

