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Membership Topic: Student Chat – Types of Positions in the Work Force
AGENDA

1. Small Firms

2. Large Firms

3. Corporate Environment

4. Court System

5. Government

6. Specialized Practice

7. Career Advancement – certifications

OUTLINE

Welcome – tonight’s session will focus on students and the different types of positions in the work force.  Present at tonight’s session is…

Tonight we will cover small and large firms, the corporate environment, working in the court system, working in the government spectrum, and general and specialized practices.

[Are any students currently working and attending school?  If so, ask what types of firms they are working for?]

1. Small Firms

· Receives a more rounded education—you are an expert in all areas of office relations and office work

· Deals with the public—you are usually the first person whom the client speaks with—you set the mood

· You learn the mechanics of your employer’s practice and help relieve him or her of the work you can perform

· Your professional abilities are challenged every minute of every working day

2. Large Firms

· Usually the office administrator’s assistant will be assigned to assist you in learning how to work efficiently with and within the support functions of the office

· Some of those functions and/or departments might include telecommunications, file clerks, accounting, word processing, copying, library, mail room, errands, etc.

· You will be given an employee handbook that explains the office; more specifically, the office hours, vacation, sick pay policy, fringe benefits package, the conduct of all office employees, etc.

3. Corporate Environment

· The role of the corporate lawyer’s assistant is broader in scope than most assistant roles – there are seldom any routine duties, with the exception of opening mail

· The legal department is usually the arm of top managements and, as such, reaches out into every phase of the company’s operations

· Corporate legal issues range from small dollar problems to the defense of lawsuits involving millions of dollars – issues like Equal Employment Opportunity (EEO) complaints, workers’ compensation claims, unemployment and Department of Labor hearings, union/labor problems, complex contract claims, liability issues – the matter is further complicated if the corporation is under primary contract to the government and subject to the never-ending rules and regulations

· The corporate lawyer’s assistant is both administrative and clerical – it is often more general than private legal work and management-related duties often consume as much time as legal duties

4. Court System

· Courts handle many kinds of cases—criminal, juvenile, civil, adoptions, divorce, traffic, etc.

· The court clerk has a great responsibility not only to the court and lawyers, but also to the general public

· You must have the ability to exercise judgment in the proper dissemination of information and to provide good public relations in stressful, sensitive situations

5. Government

· A federal service lawyer’s assistant is similar to a civil service secretary – but there are significant differences in civil service and federal service jobs – in federal service there is no job security, salaries may vary a great deal, many support staff positions require longer hours than regular civil service jobs, no overtime is paid

· Service to constituents is the prime reason for hiring of staff in congressional offices – there is a great amount of research and contact with various governmental agencies – Because of these contacts, a certain amount of glamour and prestige is associated with federal service jobs

· Working in a municipal legal department, which is much like a combination of federal and corporate legal departments with characteristics of a small firm thrown in, but the employer would be the citizens of the city – working in a municipal legal department would also involve knowledge of zoning and deed restrictions (depending on where you are) and city politics
· Most federal service assistants do not come from the civil service spectrum but rather by word of mouth

· Advancement depends on many factors, such as length of time in the position, improved job skills, ability to work without direct supervision

6. Specialized Practice

· Lawyers in general practice handle all types—civil and criminal – the lawyer might be involved in the defense of a criminal matter one day and in a personal injury trial the next

· On the contrary, they may also handle a large volume of non-litigation work such as property transactions, contracts, estate planning, tax law, patent law, admiralty law, , domestic relations, law, etc.

· Other lawyers enjoy the challenge of becoming specialists in one particular phase of the law

7. Career Advancement –certifications

· Whether you advance in your career or remain in the same position year after year while others advance before you depends on you – one of which is your own attitude – Are you willing to learn? Are you able to do things your employer desires? Are you able to take constructive criticism? Are you able to make procedural changes to keep in step with modern trends?

· It is critical that you maintain and increase your personal knowledge – attend seminars and workshops, as well as obtain certifications such as the ALS…the basic certification for legal professionals, PLS…the advanced certification for legal professionals, or Certified Professional Paralegal

· Become a part of an association for legal professionals such as NALS – NALS encourages personal and professional growth through education and the promotion of the professional standards and ethics – members support and abide by the Code of Professional Responsibility of the American Bar Association, as well as the NALS Code of Ethics and Professional Responsibility
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