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Welcome to OC-ALA’s 2019-2020 year!!! I am Michael Shuff and I am  

humbled to be serving as your 2019-2020 OC-ALA Chapter President.  

The year is off to a great start as we installed all of our officers at the  

Member’s Dinner just over a month ago. I would like to take a quick  

moment to introduce you to the 2019-2020 Slate of Officers. They are as 

follows: President Michael Shuff, President-Elect Donna Bustos, Vice  

President Karen Kubani, Treasurer Ann Thompson, CLM, Treasurer-Elect 

Lisa Waligorski, CLM, Secretary Sylvia Rosas, Director of Membership  

Andrea Greil, Director at Large Stacy Morrison, CLM, SHRM SCP, and the 

immediate Past President Jennifer Bodenhoefer. Congratulations and 

thank you to the 2019-2020 Board of Directors who are already hard at 

work to make this year great. The board could not make our Chapter  

function without the support of the Extended Board, so I would like to take 

a moment to thank all of you who have volunteered your time and energy 

to the Chapter by serving on the Extended Board.  

» 

» 

https://www.firstlegal.com/
http://www.lisareneephotography.com/
https://ocala.site-ym.com/members/?id=53457209
https://ocala.site-ym.com/members/?id=39672121
https://ocala.site-ym.com/members/?id=39672161
https://ocala.site-ym.com/members/?id=39672099
https://ocala.site-ym.com/members/?id=43909751
https://ocala.site-ym.com/members/?id=43757216
https://ocala.site-ym.com/members/?id=39672115
https://ocala.site-ym.com/members/?id=57729714
https://ocala.site-ym.com/members/?id=43842214
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Kristie Amato  

(949) 442-7110  

kea@severson.com  
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Orange County Association of Legal Administrator’s Mission 

OC-ALA's mission "to meet the needs of its members through education,  networking, and the 

exchange of information" is carried out via programs and events promoting professional  

education and development, community  involvement, and collaboration between  

members. 
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All are encouraged to volunteer in any way that they 

can and there are always opportunities to contribute, 

so please feel free to reach out to me if you have  

interest in getting more involved.  All of the  

committees and board members are diligently  

working on putting together the nearly 50 events that 

we have for this upcoming board year.  

In the coming weeks we can look forward to several 

Section Meetings and General Meetings that will  

feature a mix of high-level education and roundtable 

discussion forums.  Check the OC-ALA website for  

details and to register. We are also approaching the 

start of Project SELF, which is one of our marquee  

programs that is offered in partnership with Project 

Youth OCBF.  

Project SELF is an amazing program that provides 

paid summer internships in our law firms and  

businesses to students that are going in to their senior 

year of high school.  These students often will be the 

first in their family to attend college and do not have 

access to this kind of professional exposure and  

experience without this program.  Thank you to all of 

the law firms and business partners that were able to 

take an intern this summer.  Don’t forget that the  

student orientation will be taking place on Monday, 

June 10, 2019 and administrators from participating 

firms and businesses are encouraged to attend the 

lunch portion to meet their interns.  The first day of 

the Project SELF internships will be the following day, 

Tuesday, June 11, 2019.  Keep an eye on your email for 

important information and reminders.  

I would like to take a minute to thank all of our  

Business Partners for their continued support of our 

amazing Chapter.  We are able to provide awesome  

resources, top-level educations sessions, and fun and 

unique networking opportunities because of their  

generosity.  Their financial support of our Chapter  

allows us to maintain affordable dues and reasonable 

registration fees for many of our programs, and for 

that we are eternally grateful.  Our business partners 

are a great source of expert knowledge in a wide  

variety of legal products and services.  Our partner-

ship with these amazing people and businesses is  

valuable beyond measure and I personally am never 

disappointed when I take the time to answer their 

phone call, respond to their email, or connect with 

them at networking events like the upcoming  

networking event on May 29th, 2019.  I hope to see you 

all at TAPS Brewery & Barrel Room where we will eat, 

drink, connect, and compete in Pub Trivia with our 

Gold Level Business Partners.  

Having served on several committees within the  

Chapter and on the Board for the past several years  

I can tell that there are few things that are more  

challenging, exciting, educating, and overall rewarding 

than serving in a leadership role within an  

organization.  In the summer of 2015, I was invited to 

attend the ALA’s Chapter Leadership Institute (CLI)  

in Grand Rapids, Michigan.  I went with no real idea of 

what I was getting myself in to and just 4 years later 

here I am as your current Chapter President. CLI was 

an amazing experience where I met administrators 

from across the country, collaborated on chapter  

challenges, learned about leadership opportunities 

within the chapters, and really got a feel for what it 

means to be in chapter leadership. If you want to get 

more involved in the leadership of the Chapter, I  

highly recommend you check out https://

www.alanet.org/events/register-now/2019-chapter-

leadership-institute for more information.  Be sure to 

note the amazing opportunity offered by the  

Foundation of ALA called the Susan French Emerging 

Leader Fellowship Program that is detailed on that 

webpage. The application deadline is May 13, 2019, so 

act quickly. In addition to this wonderful opportunity, 

the OC-ALA board is also able to offer funding to send 

two OC-ALA members to the 2019 CLI which will take 

place in Louisville, KY July 25-27, 2019.  These two 

members must be serving on the board or extended 

board for the 2019-2020 board year and have shown 

an interest and ability to continue on in the leadership 

of our Chapter.  This is one of my favorite ALA events 

and anyone that is interested in being more involved 

in leadership within our Chapter should alert the 

board of their interest in attending CLI.  

President’s Message, cont. from page 1 

» 

https://www.alanet.org/events/register-now/2019-chapter-leadership-institute
https://www.alanet.org/events/register-now/2019-chapter-leadership-institute
https://www.alanet.org/events/register-now/2019-chapter-leadership-institute
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During CLI, leaders from chapters all across the  

country get together to share ideas of programs that 

have worked and things that weren’t so successful. 

Through this process members from our Chapter are 

able to gather great ideas from numerous different 

chapters and these collaborative brainstorming  

sessions help us to come up with innovative offerings 

for the OC-ALA.  This year it is my goal to create a lit-

tle more innovation within our Chapter by opening up 

the lines of communication between members and 

business partners to create a more collaborative  

environment.  Together I know that we can make a 

Chapter that is even greater than it already is.  We will 

be looking at new ways to offer programs like our 

Law Firm Leaders event, trying new methods of  

communication through the development of a mobile 

application, reducing our environmental impact and 

increasing the availability of information by making 

the directory digital, and will explore fun and  

meaningful ways to create lasting connections with 

each other.  

I cannot wait to connect with all of you over the 

course of this year whether it be during a section or 

general meeting, at a networking event, or even  

grabbing a cup of coffee to catch up. Here’s to a  

wonderful 2019-2020 year! 

President’s Message, cont. from page 3 

 

 

 

 Thursday, May 9, 2019  

Board Meeting  at Jackson Lewis PC  

Wednesday, May 15, 2019  

Finance & Technology Section Meeting  

“Proactive Cybersecurity in Law Firms”  at Jones Day  

Wednesday, May 22, 2019   

General Meeting  

“Improving Dynamics through Intentional & Fun Programming”  

at Antonello Ristorante  

Wednesday, May 29, 2019   

Networking Event  

“Pub Trivia & Networking with our Business Partners”   

TAPS Brewery & Barrel Room, Tustin 

Tuesday, June 11, 2019  

Project SELF - Student’s First Day at Firms  

Click here for additional upcoming events  

                and to register through the website.   » 

https://ocala.site-ym.com/events/EventDetails.aspx?id=1221898
https://ocala.site-ym.com/events/EventDetails.aspx?id=1221508
https://ocala.site-ym.com/events/EventDetails.aspx?id=1221910
https://ocala.site-ym.com/events/EventDetails.aspx?id=1221911&group=
https://ocala.site-ym.com/events/event_list.asp
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Business Partner Spotlight  

» 

Evolution Without Compromising Quality 

When we started in this business, some of us had to attach magnetic antennae to the roof of our cars so that we 

could use our CB radios to keep in contact with our dispatch department.  A few years later we were there 

when fax machines were introduced.  Do you remember the reams of waxy fax paper?  That was revolutionary 

in our industry.  Then eventually email changed everything.  We were there and each time we evolved with the 

times and the ever-emerging technological innovations. 

Ultimately our job has always been to take the assignment from point A to point B.  This seems like an overly 

simplistic way to look at what we do but in essence it is at the root of our business.  The difficulty is to do it  

consistently and with the highest quality control. 

We began ASAP with the thought of offering the very best service with the highest quality control and at the 

same time with a boutique-style atmosphere. We believe that all of our clients are our business partners.   

Every day we are given opportunities to strengthen our relationships with our clients. Life is in constant 

change and our biggest challenge is to adapt with the flow of that change.  

And now, we have just seen the Los Angeles County Court System (the largest of its kind in the US), shift its  

operations to E-filing.  This transition has been a very difficult one for everyone from the clerks to us to all law 

firms.  But, as always, ASAP is at the tip of the spear.  Our office staff has slightly shifted their routines from 

prepping documents for hand filing to scanning documents to be E-filed.  We have evolved but still haven’t lost 

focus of our goal which is to make our client’s life easier.    

Our clients have an increasingly demanding environment and that’s where we step in, acting as your concierge 

of e-services.  When it comes to submitting legal documents, we can assist in taking the sting out of your daily 

court filing and legal support requirements.  Our hallmark is “The Most Hands on Team in the Industry”, where 

technology meets the human factor of expertise, customer care and follow through. 

 

 

 

 

 

 

Armen Rostomian 

Executive Vice-President 

 

 

 

 

By Armen Rostomian, Executive Vice-President 

and Julian Laussade, Senior Account Executive  
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SILVER BUSINESS PARTNERS  

 

 

What Every Employer Should Learn from the  
“Varsity Blues” College Fraud Admissions Scandal 

By:  Dan M. Forman and Daphne P. Bishop 

The arrests and indictment of the alleged conspirators 

in the “Varsity Blues” scandal hits close to home as we 

are graduates of some of the venerated institutions 

and have teenage children who dream of attending 

prestigious universities whose reputations have been 

tarnished by association.  A key lesson for all  

employers: plan ahead for the unexpected. 

Even though many of these institutions had set up 

protocols to guard against improper influence from 

commercial college preparation companies by  

precluding contact between such organizations and 

the admissions department, the orchestrator of this 

scheme was able to identify a self-described “side 

door” to get around such restrictions. According to  

the United States Attorney’s Office, current and  

former coaches from Georgetown, Stanford, UCLA,  

the University of San Diego, USC, University of Texas, 

Wake Forest and Yale were identified as weak links 

for bribery to recommend students for admission as 

athletic recruits. 

In the wake of this scandal, all employers should  

take the opportunity to examine their operations  

and plan for several potential issues, including,  

(1) investigating alleged fraud, kickback schemes and 

other suspect conduct of employees, (2) working with 

law enforcement, (3) balancing legitimate privacy  

interests of employees and/or victims, (4) responding 

to substantiated allegations of fraudulent conduct by 

employees; and (5) managing public relations after a 

scandal makes the headlines. 

Employers faced with suspect behavior may be   

assured that employees have a common law duty of  

loyalty to their employers.  That duty essentially 

means that employees must turn over any benefit  

that they gain due to their employment to their  

employer.  In California that common law duty is  

codified as Labor Code section 2860, which reads: 

"Everything which an employee acquires by virtue of 

his employment, except the compensation which is due 

to him from his employer, belongs to the employer, 

whether acquired lawfully or unlawfully, or during or 

after the expiration of the term of his employment." 

In other words, the accused coaches should have, 

when offered money in exchange for admissions  

preferences, alerted their respective employers, and 

turned over the bribe moneys received to the  

institution.  While this scandal involves allegedly  

illegal behavior under Federal criminal laws,  

employers need to be aware that employees may not 

usurp corporate opportunities to their employers’  

detriment.  Other examples include employees  

making purchases at a discount price and pocketing 

the difference between discount price and the retail 

price charged to their employer, or vendors giving  

“kickbacks” to decision-makers to select their  

» 

https://ocala.site-ym.com/members/?id=39672102
https://ocala.site-ym.com/members/?id=52540754
https://ocala.site-ym.com/members/?id=52825606
https://ocala.site-ym.com/members/?id=43491439
https://ocala.site-ym.com/members/?id=43675733
https://ocala.site-ym.com/members/?id=39672160
https://www.cdflaborlaw.com/attorneys/bio/daphne-bishop
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products or services over those of competitors.   

Other situations may include trading on “insider  

information”, or using information learned from an 

employer for personal gain at the expense of the  

company.  For example, an employee that learns of  

their employer’s plan to purchase specific real estate 

or other commodities and who makes the purchase at 

a low price and forces the employer to pay an inflated 

price has breached their duty of loyalty. 

An employer that credibly suspects that an employee 

has engaged in any type of financial misconduct 

should promptly commence an investigation.  While 

this type of investigation is not required by law,  

alleged financial misconduct by employees should be 

investigated similarly to legally-mandated  

investigations, such as investigations of sexual  

harassment claims by employees.  A thorough  

investigation is critical to determining how the  

financial misconduct was carried out, the extent of  

the misconduct, other participants, and protocols to 

prevent, deter, and detect such fraudulent activities  

in the future.  Engaging appropriate, neutral experts –

including employment attorneys who are trained and 

experienced in conducting workplace investigations –is 

an essential step in handling alleged financial miscon-

duct by employee.  Experienced employment  

attorneys can also offer guidance when it comes to  

disciplining employees who were found to have  

engaged in financial misconduct while minimizing the 

employer’s risk and navigating publicity issues – with 

the added protection of attorney-client privilege. 

Many of the prestigious institutions implicated in  

the Varsity Blues scandal had already detected  

concerns relating to the accused coaches and their  

recruitment practices, started their own  

investigations, and taken action before the scandal  

hit the front pages.    Georgetown and Yale have  

publicly disclosed that they terminated the  

employment of the accused coaches before being 

alerted to the FBI’s investigation.  Stanford terminat-

ed its sailing coach the day that the Department of 

Justice announced the indictments.  Other institutions,  

including UCLA, UT and Wake Forest announced the 

immediate suspension of their coaches while they  

conducted internal investigations.  In light of the 

charges, the publicity involved, and information about 

the complicity of their employees, many of the schools 

took swift action in a very public manner. 

Now these universities are also struggling with  

investigations into applicants, current students and 

graduates, and their image as this plays out in a very 

public arena. Thus, the public relations aspect is also 

very important and employers should be aware that 

communications with public relations departments or 

outside providers about potential fraud should also  

be coordinated with counsel to ensure that  

privilege is retained. 

The universities in the Varsity Blues scandal took 

swift action against fraud to create an overall positive  

impact against any future litigation that might arise 

from potential employment and other claims down 

the road as well as to put their best foot forward  

to minimize any adverse impact on their  

reputations.  Planning ahead for the unexpected  

requires maintaining a high level of alert to the  

potential for internal fraud and cheating as well as 

having a team of professionals identified in advance of 

the crisis.  When the potential fraud or other  

misbehavior is raised to the attention of employers, 

prompt consultation with counsel to weigh the  

delicate balance of privacy laws, internal  

investigations, law enforcement, potential  

employment related liability, publicity and other  

consequences. 

Carothers DiSante & Freudenberger LLP © 2019 
California Labor & Employment Law Blog 
March 19, 2019 
 
Reprinted with permission. 

Scandal, cont. from page 6 

» 
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ALA lost one of its strongest supporters, Past President and friend, 

Steve Wingert, CLM. Steve lost his battle last month (March 21, 2019) 

to Stage IV pancreatic cancer. He and his husband, ALA member Mark 

Bridgeman, CLM, fought this difficult battle together. They exhibited 

strength and courage throughout and had many family members 

(including his and Mark's kids and grandkids), friends and ALA  

cohorts fighting alongside them. 

Steve worked tirelessly on ALA initiatives and was a huge proponent 

of moving the Association forward. He also worked with staff and  

attorneys in regional and national law firms, with direct  

responsibility for human resources, finance, facilities, information 

technology and marketing. He was known for developing tactics that 

helped attorneys and firms perform at their absolute best. A speaker, 

writer, leader and ALA advocate, Steve had more than 22 years of  

legal industry experience.  

Remembering ALA Past President  

Steve Wingert, CLM 

Steve led the Association during a period of transition when ALA was without an Executive Director.  As  

President, he wasn't afraid to challenge the status quo along the way. His critical thinking and analytical skills 

were tremendous assets as the Board worked through its 2013-2015 strategic planning initiative.  His focus on 

leadership development — including his advocacy of servant leadership throughout the ranks of ALA —  

benefited the Association and impacted many on a professional and personal level.  He even earned a doctorate 

from Creighton University in Interdisciplinary Leadership.  

 

"Steve was President of ALA when I had the good fortune of being named its Executive Director," says Oliver  

Yandle, JD, CAE. "His mentorship was invaluable and his friendship a real treasure. He was a true role model and 

will be terribly missed."                             

 

The ALA Board of Directors created an award for individuals who demonstrate a special and unique  

achievement: the Spirit of ALA Award. The traits and qualities that this award recognizes are leadership,  

commitment, tenacity and dedication. The Board felt this award should be the Association's highest honor and 

given only to those whose leadership and contributions are extraordinary. In fact, the Spirit of ALA Award is not 

an annual award but rather an honor that is given on occasions as rare as the individuals who receive it. So it was 

very fitting that Steve was awarded the Spirit of ALA Award in 2015. He embodied all the exceptional traits that it 

represents.   

 

As a tribute to Steve and his fight, ALA set up a fundraising page for the Pancreatic Cancer Action Network. 

As we all grieve the loss of this remarkable individual, consider donating to Pancan.org to keep pushing them  

forward to find a cure for this devastating disease. ALA’s fundraising page has raised more than $10,000. 

 

We will keep Steve's family and friends in our hearts and minds.              

 » 

http://support.pancan.org/site/TR?px=2827804&fr_id=1081&pg=personal
https://www.pancan.org/facing-pancreatic-cancer/?msclkid=cdcde319dd7715ec5a7cbfcbf945d090&utm_source=bing&utm_medium=cpc&utm_campaign=Bing_Search_Brand_Alpha&utm_term=pancan%20org&utm_content=pancan%20org
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Chapter Leadership Institute 
July 25-27, 2019 

Hyatt Regency Louisville 
Louisville, Kentucky 

Who Should Attend?  

Each chapter is encouraged to send one or more chapter leaders to CLI. Everyone who attends will find value in 
the sessions being offered. Ideal participants include: 

• Chapter President-Elects 

• New chapter officers 

• Current chapter officers who have not previously attended CLI 

• Individuals interested in becoming a chapter officer 
        

See what members of the Philadelphia Chapter have to say about attending the Chapter Leadership Institute. 

Agenda 

The full event agenda will be released in June 2019. For planning purposes, ALA hosts a Welcome Reception 
Thursday evening. CLI will officially get underway Friday morning and conclude Saturday evening. Participants 
should plan to travel home on Sunday. 
 
Please Note: ALA’s Board of Directors and Regional Representatives should plan to arrive at the hotel by no later 
than 3 p.m. on Thursday, July 25. 

Related Costs 

• Registration: $499/attendee 

• Room rate at the Hyatt Regency Louisville: $159/night plus tax  
Note: This group rate is available until July 9, 2019, or until the ALA room block is full.    

• Several options exist for ground transportation. Visit the Hyatt Regency Louisville website for more details. 
 

Questions? 

Inquiries regarding course offerings should be directed to chapters@alanet.org. 
Registration and/or hotel queries should be directed to registration@alanet.org. 

Sponsorship opportunities are available. Inquiries should be directed to advertising@alanet.org. 

 

» 

https://www.youtube.com/watch?v=_Qs0H15wDvI&feature=youtu.be
https://www.youtube.com/watch?v=_Qs0H15wDvI&feature=youtu.be
https://www.youtube.com/watch?v=_Qs0H15wDvI&feature=youtu.be
https://www.hyatt.com/en-US/hotel/kentucky/hyatt-regency-louisville/sdfrl
mailto:chapters@alanet.org
mailto:registration@alanet.org
mailto:advertising@alanet.org
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Administrator Spotlight  

Christine Wilbur   

Aleshire & Wynder, LLP  

Main responsibilities at firm:  As Human  

Resources Manager, my primary focus  

involves supervising all non-attorney  

personnel; evaluating, reviewing and  

managing the Firm’s operating and information 

systems; reviewing and managing the Firm’s 

finance functions; actively working to improve 

employee morale through various team pro-

jects and/or leadership building activities, 

evaluating, managing and supervising the facil-

ities of the Firm, establishing  and maintaining 

vendor relationships, etc.  In partnering with 

OC-ALA Past President, Terry Vickrey, CLM, 

Firm Administrator, our dynamic workplace  

alliance ensures that together we are driving  

the Firm's commitment to excellence through  

realistic strategic planning initiatives, constant 

collaboration with other OC-ALA/ALA  

members while creating an inclusive environ-

ment to encourage continued growth within the 

legal industry. 

Number of Years as Legal Administrator:   

8 1/2 years 

Legal Experience (prior and current):  13 years 

What do you like best about being a Legal  

Administrator?  As one of the key members  

of Administration, earning trust from your 

staff and helping them celebrate all of their 

successes is one of the best compliments we 

can receive in our positions.  The instant  

gratification that comes from helping people 

achieve their professional goals is best  

received through our ongoing commitment to 

become better leaders. 

What do you like least about being a Legal  

Administrator?  In my experience, one of the least 

favorable aspects of working in Administration  

is resolving miscommunication issues.  

Communication is one of the most important     

aspects of a healthy work environment and crucial 

to creating a harmonious atmosphere.  I believe 

we are presented with challenges, like  

miscommunication, to encourage the creation of 

safe spaces for problems to be resolved in a 

healthy manner. However, when we are able to 

find ways to help employees overcome their  

miscommunication issues and talk through  

misunderstandings, the reward can be fully  

realized.  This is largely based on employees' trust 

in you to help them get to that safe place. This  

includes Executive Management. 

What is the hardest situation you have had to deal 

with?  Often times, we become messengers between  

Executive Management and Staff. It is our  

responsibility to be the "glue" in delicately aligning 

the two ends. In some instances, power struggles 

can occur and it is our duty to never let the "glue" 

dry. With this huge responsibility, we are tested 

and in these moments, we must adapt to maintain 

that fine line. Although difficult, these moments 

have provided the opportunity to change and  

advance to the next level.  Without these tests of 

character, I   would not be where I am t o d a y . 

What is the strangest or funniest thing you have 

had to do as an Administrator: As technology  

continues to shape our lives, it has also improved 

the connections we make with our professional 

peers. As the deadline for benefit enrollment  

online quickly lerked around the corner, several  

» 



 

                                                                                           OC-ALA Waves · Spring 2019                                                                                            11                                                                                                                             

 » 

people had not completed their elections through 

our benefit management system.  To assist one of 

our busy Partners, I offered to walk through the  

process via telephone.  She was not very tech  

savvy so this did not help her.  Thankfully, we 

were able to FaceTime so I could see what she 

saw on her laptop and ultimately we were able  

to complete her enrollment in a timely manner.  

This is  an unusual method but it got the job  

done! 

How did you get into the legal field?  Initially, 

the legal field was not on my  radar until the  

desire to serve my community on a larger  

level changed my prospective career plan.   

This is mainly due to taking criminal justice 

classes in college, volunteering as a decoy for 

A.B.C. and volunteering as a mentor for  

underprivileged youth with a local Orange 

County non-profit organization, America  

On Track.  From working with various law  

firms and volunteering locally, my professional  

journey has transitioned from working on the 

staff level to working in Administration as a  

Legal Manager. 

Greatest challenge as an Administrator  One of 

the greatest challenges faced by key members of 

Administration is maintaining our seat at the  

Executive Management table. Over time, our  

influence has had a greater impact on high level  

decision makers but there's still room for  

improvement. It is up to Administrators to decide 

how that can happen and we must be creative in 

carrying out this mission. 

Details about your family  We recently had  

a baby last November, Easton, who has been  

the greatest blessing to our family.  He is also 

the youngest grandchild on both sides of our  

f a m i l i e s . 

 

Person you most admire and why  My father 

greatly influences my life in many ways.  As a  

Leukemia survivor and dealing with all of the 

challenges that come with that, my father has  

inspired many with his determination and  

willingness to beat the disease without  

complaint.  His journey to recovery and  

containment has taught me the value of trusting 

the process while putting in the work in order 

to achieve desired results - no matter how 

hard or difficult.  

Favorite past time outside of the office:  Traveling 

to Rome for my  honeymoon! 

Administrator Spotlight, cont. from page 10 
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Business Partner Spotlight  

TFG Benefits Insurance Inc.  

» 
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Bronze Business Partners 

» 
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Bronze Business Partners 

» 
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Law Practice Management: 

Building High-Performance  

Legal Teams  

By: Charles A. Volkert III, Esq. 

The cornerstone of any effective law practice is a high-

performance legal team. Managers at the helm need to 

assemble a diverse group of innovative individuals 

with specific expertise, complementary skill sets and  

a collaborative attitude. But building a team does not 

stop after recruiting and hiring.  After having the right 

people in place, your role as a leader is to set  

expectations, empower employees and strengthen 

relationships. Here are six tips for building a  

high-performing legal team: 

1.   Set ambitious goals for the group.  A legal team 

hungry for success thrives on concrete objectives and 

savors its dessert when a case is accomplished and 

acknowledged. So early on, establish common,  

ambitious goals, which help each member feel part  

of an effective whole. Instead of fuzzy or feel-good  

ideals, make the target tangible, measurable and, 

above all, achievable. 

As a primer, take on an in-house conundrum: client 

response time. If internal marketing surveys reveal 

that clients are dissatisfied with how long it takes for 

their emails and phone calls to be returned, the goal is 

not simply to “do better” or “reply faster.”  Rather,  

establish a firm-wide standard to respond to every 

client query within a certain time frame and improve 

rankings in client satisfaction in the next survey. 

 

2.   Divvy up roles and tasks by strengths and skill 

set. Evaluate your team’s strengths and position them 

for success.  Don’t fall into the trap of assuming your 

employees already know what to do.  Team makeup 

and internal responsibilities shift with each case.  

Good law practice management calls for a leader to 

detail roles and responsibilities. Clear and concise  

delegation of the workload will help you avoid  

duplicating efforts or, worse, inadvertently allowing 

assignments to slip through the cracks. 

Assign roles, such as who will interface with the client 

and outside service provider.  Then divvy up the load 

equitably, taking into consideration each employee’s 

strengths and skill set.  This exercise will also help you 

determine if there’s too much work for the team 

you’ve assembled.  If so, it’s best to know that at the 

outset of a legal project, when you have time to pull in 

another legal professional from within the firm or 

from a staffing agency.  

 

3.   Cultivate leaders.  Identify a high-performance 

leader for each case.  Look for individuals who are  

organized, respected by their colleagues and who will 

motivate others to do their best work.  Telltale  

qualities to look for in a leader include a history of: 

exercising good judgment, collaborative skills, high 

ethical standards, tact and diplomacy.  By naming a 

capable captain, you’re not only improving the odds 

for a successful outcome to the case, but you’re  

affording yourself an opportunity to vet potential  

candidates as future firm leaders. Succession planning 

is a critical element of law practice management. 

But even the most promising leaders need a helping 

hand every so often, so offer support in the form of 

management and organizational training.  Offer  

professional development opportunities and partner 

them with in-house mentors.  Demonstrate your  

commitment to help them flourish in their career. 

4.   Delineate tasks and deadlines.  For any  

project to be successful, each member of the team 

must have clearly designated duties.  After you have 

roles assigned, you must chart a clear course of action. 

Establish a timeline and assign deadlines for  

deliverables.  The better understood the expectations, 

the less the chance of  unpleasant surprises. And with 

confidence in your team, you won’t be called upon to 

micromanage. 

» 

https://www.google.com/imgres?imgurl=https%3A%2F%2Fwww.trivadis.com%2Fsites%2Fdefault%2Ffiles%2Fdemo%2Fknow-how-network_expert-teams_2_0.jpg&imgrefurl=https%3A%2F%2Fwww.trivadis.com%2Fen%2Fexpert-teams&docid=An9woYKslydmVM&tbnid=x1geWyjoVmmmgM%3A&vet=10a
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5.    Hold regular check-ins. To solidify team  

cohesion and ensure that everyone is on track,  

hold regular debriefings to update one another,  

share challenges and devise solutions.  Effective  

communication is imperative throughout.  With  

regular check-ins, the legal team can catch and  

address small issues before they become  

unmanageable. 

6.   Build team relationships.  Law practice  

management is as much about meeting and  

exceeding client expectations as it is about  

strengthening team relationships, so make time  

for informal outings, milestone celebrations and  

fun activities.  Help your team get acquainted  

outside of the office.  Lay the groundwork for  

an office milieu that is collegial — one in which 

coworkers grow to know, trust and appreciate one 

another — and you will have another leg up over the 

competition. 

High-performance legal teams don’t coalesce by  

themselves.  It takes a deliberate effort on your part 

as a manager to coach your team to work together 

effectively and at a consistently high level.  When you 

invest in this effort, your firm will profit by having a 

group of talented professionals who work better  

together than on their own.  

Reprinted with permission. 

Management, cont. from page 16 

The Large Firm Principal Administrators Retreat is the place where leaders from law firms of  
100 or more attorneys come together to learn best practices and gain actionable insights that they  

can immediately leverage to master the challenges facing large firms today. 

You will draw from the experiences of high-caliber participants to gain new insights for addressing 
changes in the business of law. Discussions with other accomplished law firm executives will be used  
to present theory, conceptual knowledge and real-world application. This combination provides an  

unparalleled learning experience in a comfortable, open environment. 

The retreat’s schedule also includes time for valuable networking opportunities and social events.  

Want more information? Join the mailing list at http://my.alanet.org/signupform.asp 

Save the Date: Large Firm  
Principal Administrators Retreat 

August 1–3, 2019 

Loews Vanderbilt 
Nashville, Tennessee 

» 

http://my.alanet.org/signupform.asp
http://my.alanet.org/signupform.asp


 

                                                                                           OC-ALA Waves · Spring 2019                                                                                            18                                                                                                                             

Business Partner Spotlight 

7 Tips to Be More Time Efficient Handling Emails 

By:  Ashli Lopp, Marketing Manager, WAMS, Inc. 

If you work for a law firm or even a small business,  

it is likely that you are bombarded with emails on a 

daily basis. This is because email provides us with the 

flexibility and convenience to have multiple  

conversations about important issues, business  

transactions, and everything in between without  

disrupting other, and usually more important,  

in-person activities.  

The personnel at most firms utilize emails to  

communicate with one another, clients/customers, 

vendors/suppliers, and other business associates.  

The number of messages being handled daily is  

actually shocking. The average employee sends and 

receives an average of 126 emails every day.  If you 

can relate, here are seven tips for ways that you can 

reduce the hours you spend managing your inbox. 

Dealing that many emails takes time.  One study found 

that business professionals spend more than 25% of 

their day reading and responding to messages. 

Fortunately, this doesn't need to be the case.  Here are 

seven ways you can reduce the amount of time you 

spend dealing with emails: 

Read and Respond to Emails Only at Designated 

Times 

When you get a notification that an email has arrived, 

what do you do?  If you are like most people, you stop 

what you are doing and look at the email.  However, 

reading and responding to emails as they arrive can 

wreak havoc on your productivity.  Even just quickly 

scanning an incoming email disrupts your  

concentration.  It takes people an average of   

64 seconds to recover from the interruption and  

return to their normal work rate. 

Instead of reading and responding to emails as they 

arrive, a more productive approach is setting aside  

a block of time once or twice a day to go through all 

your messages.  You should also consider turning off 

email notifications.  That way, you can avoid the  

temptation of taking a quick peek at incoming emails. 

Manage Emails with Rules 

Most email apps let you set up rules to manage  

messages.  For example, both Microsoft Outlook and 

Google Gmail let you configure rules to automatically 

flag messages or move them to designated folders 

based on who is sending them or keywords in the  

subject line.  Flagging and moving messages to folders 

can help you prioritize and organize emails. 

Make Sure an Email Is Necessary Before Writing It 

Before you write an email, it is a good idea to ask 

yourself, “Is the email needed?”  You should avoid 

sending emails about matters that are not important 

to business operations.  “Nice to know” information 

can often be provided through other communication 

channels, such as a company intranet site.  Only  

sending emails about pertinent business matters will 

save you time since you will be writing fewer emails. 

Plus, it will save time for others, as they won’t have as 

many emails to read. 

» 
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» 

Be Concise When Writing Emails 

You likely have gotten them — emails that ramble on 

and on rather than getting to the point.  Don’t be one 

of those senders.  When writing an email, get to the 

point quickly and keep the message as short as  

possible. 

When a longer email is necessary, consider using  

elements such as bullets and numbered lists to help 

organize and call attention to items.  If a matter needs 

to be discussed in-depth or will involve a lot of back-

and-forth conversation, you might consider talking to 

the person rather than sending an email. 

Send Emails to Only the People Who Need the  

Information 

When sending a message, you should make sure that 

you are emailing it to only those individuals who need 

the information.  This is especially important when 

sending an email to a contact group (aka distribution 

list).  Although entering a contact group in a  

message’s “To” field might be easier for you, it is  

better to enter the names or addresses of only those 

people who truly need the information. It will be one 

less email for everyone else in the contact group to 

read, saving them time. 

Repeat Important Points in Long Conversation 

Threads 

When replying to a long conversation thread, it is a 

good idea to reiterate important information relevant 

to the matter you are addressing.  For example,  

suppose you want to answer one of the questions 

brought up in a thread about company policies.  

Rather than say “To answer your question, we …”, it  

is better to say something like “In regard to the  

question about whether our company needs a social 

media policy, we ….”.  This will make it easier for the 

email recipients to quickly understand what you are 

communicating.  It will also save the recipients time, 

as they won’t have to reread all the previous emails in 

the thread to find the question you are addressing. 

Filter Out Spam 

Although email servers filter out a great deal of spam, 

some messages inevitably make it through to users’ 

Inboxes.  If you often see spam in your Inbox, you 

might want to filter it out using the spam or junk 

email filtering system provided by your email app or 

security software. 

For example, you can use Outlook’s Junk Email Filter 

to move spam to the Junk Email folder.  You have the 

ability to change the filter’s level of protection from 

the default of “No Automatic Filtering” to a more  

aggressive setting (“Low”, “High”, or “Safe Lists  

Only”).  You might also create a blocked senders list. 

When you add a name or email address to this list, 

Outlook automatically moves incoming messages 

from that source to the Junk Email folder. 

If this was helpful and you feel you may benefit from 

some other tips, check out the Webinars section of our 

Vlog for tips on how to work smarter in Outlook!  

http://wamsinc.com/category/vlog/    If spam is your 

issue, give us a call at 800-421-7151; we can help you 

to beef up your email security. 

Ashli Lopp 

Marketing Manager 

WAMS, Inc. 

email:  alopp@wamsinc.com 

 

Reprinted with permission. 

WAMS, cont. from page 18 

http://wamsinc.com/category/vlog/
mailto:alopp@wamsinc.com
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Orange County ALA - Out & About   

Members’ Dinner 2019 

 

 

» 

https://ocala.site-ym.com/gallery/ViewAlbum.aspx?album=12603865
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Welcome New Business Partners  

A warm Orange County welcome to our  

newest Business Partners! 

 Business Partner Updates 

 Integro Insurance Brokers are now  

 

 

Rob Herchert 
Principal 

111 West Campbell, 4th Floor  
Arlington Heights, IL 60005 

Phone: (847) 385-6818  
Cell:  (949) 300-4316  

E-mail:  rob.herchert@lemme.com 
Website: www.epicbrokers.com 

                             Category:  Insurance Brokers  

Rockpile Capital LLC  
Marc Berger 

Exclusive Legal Advisor  
27127 Calle Arroyo, Suite 1910  
San Juan Capistrano, CA 92675  

Phone: (714) 632-1002 
E-mail: m.berger@axisbas.com  

Website: www.axisbas.com  
Category:  Debt Collection Services  

» 

https://www.google.com/imgres?imgurl=http%3A%2F%2Fwww.sclance.com%2Fpngs%2Fupdates-png%2Fupdates_png_1445235.png&imgrefurl=http%3A%2F%2Fwww.sclance.com%2Fpngs%2Fupdates-png%2Fview-page-1.htm&docid=J_bq7m-tJjeFgM&tbnid=0dI6O7D_KMty3M%3A&vet=10ahUKEwjpnKaq
mailto:rob.herchert@lemme.com
http://www.epicbrokers.com/
http://www.axisbas.com/
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NEW MEMBER WELCOME  
OC-ALA is proud to welcome and to acknowledge its newest members.  

We’re honored to have you as part of the Chapter and look forward to working with you. 

Lila Lam 

HR Manager  

Carothers DiSante & Freudenberger 

18300 Von Karman Ave. 

Suite 800 

Irvine, CA 92612 

P: (949) 622-1661 

E: llam@cdflaborlaw.com  

New Company 

Carolyn Smallwood  

A For the Birds Production LLC 

CFO/Financial Analyst/Project Manager  

340 SE 3rd Street, Apt. 1806 

Miami, FL 33131 

P: (424) 645-9117 

E:  Carolyn.smallwood.cl@gmail.com  

 

Name Change 

Kathleen Foster is now  

Kathleen Higuera  

» 
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ALA VIP Program Overview 

 

Find member-exclusive VIP services and discounts from nationally known companies in  

solution categories like cyber security, technology consulting, office products and video  

conferencing. The savings provided by ALA’s VIP program business partners can add up to 70 percent  

overall — enough to offset the cost of membership! 

The information provided below is for the exclusive use and convenience of ALA's members. This information may not be distributed 

or reproduced in any manner or used for other than the intended purposes.   

               

For more information go to ALA website at:  http://www.alanet.org/about/vip-program 

ABA Retirement Funds Affinity Consulting Group 

Allied World BreachPro 

GLJ Benefit Consultants iSolved 

LawPay LTC Solutions, Inc. 

National Pension Professionals (NPP) National Purchasing Partners (NPP) 

Principal Financial Group Quill.com 

Teladoc Thomson Reuters ELITE 

Thomson Reuters myPay Solutions UPS 

VIBE (Visual Image Building  
Enterprises) 

  

» 

http://www.alanet.org/about/vip-program
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   Joyce Kelly      20 years  

   Sue Bradford      18 years  

   Oldrich Kolar      12 years  

                                         Jane Portillo                                              11 years  

  

    

             Fiona Oboussier-Lowe                14 years  

                         Cindy Brown                    4 years  

             Emily Beckford        4 years 

             Toni Conway         2 years 

             Alma Secret Marquez       2 years  

             Rachel Brown        2 years  

             Kaylene Sprangler       2 years  

             Elma Alvarez                          1 year  

            

      

March 

April   

May  

           Diana Perkison          32 years  

           Lynda Taylor          20 years  

           Loretta Vince          16 years 

           Karla Ybarra             8 years  

           Susan Pierce                                            8 years  

                                    Briley Harrison                                         1 year  

                                    Rajni Gollings                                            1 year  

» 
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About the Job Bank 

The Association of Legal Administrators online Job Bank connects law firms, corporations,  
governmental agencies and similar professional service organizations and recruiters with  
prospective candidates for non-lawyer positions. The job bank service offers two convenient 
ways to link employers and recruiters to potential employees: 

The ALA Job Bank accepts and posts ads for legal management and administrative positions, 
as well as support staff positions such as legal secretaries, legal assistants, paralegals, law 
clerks and other non-lawyer positions. Job advertisements are also available for positions in 
professional service organizations (such as consulting and accounting firms) that require skills 
similar to those of a legal administrator or functional specialist. ALA accepts ads from  
individual employers and eligible recruiters, but is not currently posting ads for lawyers, or  
for management positions in service industries and retail settings. 
 

QUESTIONS? 
 
If you have questions about the Job Bank or need assistance with ordering a service, please 
contact the ALA  Marketing Operations Specialist at 847.267.1252 or through email at 
jobs@alanet.org. 
 

To Learn More Go To:  https://www.alanet.org/career-center 

Employers 

Employers and eligible recruiters can  
advertise position openings and search 

through online résumés to find qualified  
candidates. 

Job Seekers 

Legal management professionals and legal  
support staff can post their résumés online  

in either a public or confidential manner.  
Job seekers also have the ability to search  

through job advertisements placed by  
employers. 

» 

mailto:jobs@alanet.org
https://www.alanet.org/career-center

