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Legal Admlmstrators Super-Productivity Made Simple

BY NEEN JAMES
Special to the Legal, PLW

e managerial dynamos we know
as legal administrators are skilled
at racing from urgent task to

urgent task as they juggle competing
demands flying at them from all directions.
This is not surprising given that they are
responsible for firm functions ranging
from finance to facilities to human
resources, and from marketing to technol-
ogy to insurance and event planning.

The unfortunate resule, however, is that
legal administrators often feel their days
are beyond their control. They frequently
find themselves burning the midnight oil
or taking work home, wondering where
the time went,

If you are a legal administrator, the bad
news is your job is not going to miracu-
lously change or become easier, The good
news is increasing your productivity and
getting a handle on day-to-day tasks are
both well within your grasp.

And you will be heartened to learn that
becoming super-productive is not about
actually doing more. It is not about time
management. [t is not about longer hours,
longer lists or crossing more things off a
list (thank goodness).

Becoming super-productve is abour
doing less of the things that aren’t impor-
tant and more of the things that create a
positve impact — and knowing which is
which.
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would prefer to focus on another task is
your choice.

Consider that focusing on one item at a
time, rather than trying to fill out a form,
scan e-mail and talk on the phone simulta-
neously is more considerate to whoever is
on the other end of the line. Spealang to
someone who is clearly distracted, frustrat-
ed or rushed is unpleasant for both parties.

Now that you have decided to allow your-
self 30 minutes of

decide what kind of preparation will be
required.

Next, tidy up your desk. Dispose of your
trash and recycling. Sort lefrover mail and
papers and do some filing.

Last, switch your phone to voicemail and
change your message if you will be out the
next day or expect to arrive late. Close out
your e-mail and turn off your computer,
screen and printer.,

By spending just 10 minutes winding
down, you will not only have a fresh seare in
the morning, but also have signaled to your-
self that your workday has reached an end.

FOCUS YOUR ATTENTION

Now let’s talk about goal setting. I know
you're inwardly groaning, thinking you
can't even keep a New Year’ resolution.
But truly, you will be amazed at what you
can achieve with the help of some carefully
considered, artfully penned goals.

Just try it.

peace, make sure
that your colleagues
know you will be
unavailable  from,
say, 8:30 o 9 am.
each morning, and
why. Over tme they
will learn to work
around those 30
minutes,

During your quiet
ome, your first order
of business will be to

Becoming super-productive
is about doing less of the
things that aren’t
important and more of
the things that create a
positive impact — and
knowing which is which.

Make dme in your
calendar to find a
quiet, comfortable
location to imple-
ment personal key
performance indica-
tors. Each January,
for example, I spend
4 morning at my
favorite table in a
beautiful hotel in
Philadelphia to
review my goals and

Don't forget to review your goals fre-
quently. Be mindful of what you are work-
ing toward and why.

Of course the path to achieving your
goals can be paved with chaos, no matter
how well you function amidst madness. As
you and I both know, operating in a disor-
ganized fashion will invariably hamper your
productivity.

Formunately, you can systemize the mun-
dane to make your work life easier and
more efficient,

Create and use templates for e-mail
responses, vendor contracts, memos, agen-
das and other correspondence. Also consid-
er generating step-by-step instructions to
be posted on your firm’ intranet for com-
mon wansactions,

This will enable everyone at the firm to
complete tasks independently, hopefully
freeing up some of your own time. And
while the initial investment of time and
resources required to generate these rem-
plates may seem daunting, the ultimate
time savings and consistency in your com-
munications will prove well worth the
effort.

It is also possible to outsource these proj-
ects to productivity or organizational
experts. These individuals can quickly iden-
tify communications and transactions that
lend themselves to systemization and help
you develop appropriate solutions.

Last, make sure you and your team mem-
bers are thoroughly familiar with Outlook,
Excel, your billing system and other time-






