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About De Novo

De Novo is a bi-monthly publication of the Colorado Association of Legal Support Staff (CALSS), published in odd-numbered months.  Deadline for submissions is the day of the month preceding publication (i.e., February 15th for the March issue).
The information in this publication is intended for general guidance, and should not be construed as legal advice.  CALSS accepts no responsibility for loss to any person or entity as a result of action or inaction based on the use of any information in this publication.

Articles that appear in De Novo do not necessarily reflect the view of CALSS, nor does their publication constitute an endorsement.

An annual subscription to De Novo is provided to members of CALSS as part of their membership dues.  Printed copies may be obtained from the editor.

All correspondence regarding content should be directed to the editor.  Original articles may be submitted for publication, as well as reprints previously published articles.  In the latter case, please include author and publication information so appropriate reprinting permission may be obtained.

******************************************************************************
From the Editor
Welcome to a new edition of De Novo!  I hope you find it informative, funny, and enlightening.  I am very excited to introduce a new publishing author to you, Ms. Deb Kolaras with Marketing Java!  Deb is a small business and Social media coach, whose knowledge of the growing social networking movement I hope you find entertaining and helpful in navigating the waters.

I am also very happy to inform you that long time contributors, Darlene Johnson, The Grammar Queen and Janet Ellen Raasch are graciously continuing to submit articles for publications.
Thank you,
Rhi Long, Editor, DeNovo

******************************************************************************
Grammar Queen: November 2011


At first, I thought it was just my husband. After all, he has so many idiosyncrasies that I’ve learned to simply shake my head and move on. But then I heard the same misuse of words on a radio commercial, and I realized it must be spreading.

So here’s my latest pet peeve: a regiment is not the same thing as a regimen. If I ever do start my diet and exercise plan, I’ll have a daily regimen. Unless, of course, I start working out with a whole bunch of soldiers, in which case I’ll be doing my daily regimen with a regiment. That would certainly be inspiring. But these words are not interchangeable.

The fact that they got it wrong in a radio commercial really threw me because, one would assume, the process of making a commercial includes writers, copy editors, producers, voiceover professionals, clients — and wouldn’t you think that at least one of these people would realize that “Working on your daily regiment? We can help!” may be sending the wrong kind of message?


Along those lines, I recently ran into the same problem with a different pair of words. The chapter I was editing included this language: “This cannot be overstated. It is a basic tenant of the profession.” Well, when I was a renter, I was a basic tenant. I was quiet, I paid my rent on time, I didn’t break things, and I didn’t have pets. (Come to think of it, I was a great tenant.) What this author really wanted was the word “tenet,” meaning principle or doctrine. What he needed was an editor, which is why I have a job.


There are two lessons here. First, make it a point to acquaint yourself with problematic words. Most good grammar or style books have sections on this very issue, and they’re kind of fun to read. Second, if there’s even a tiny doubt about word usage, look it up! You don’t have to tell anyone, but your writing will be better for it.


Do you have a grammar pet peeve? Please let me know! You can reach me at djohnson@cobar.org or (303) 824-5369.
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LinkedIn: The Modern-Day Rolodex

By Deb Kolaras, Marketing Java, Boulder, CO
Even though it’s considered a social networking site, a LinkedIn account can also be one of your most useful go-to sources for so much more than simply connecting with someone. Current statistics show that 95% of employers use LinkedIn as a recruiting tool to find talented candidates. Because it’s a site designed for professional purposes, it differs from other social networking sites in several ways and has features that are specifically set up for professional networking, versus the more social interaction you encounter in a space like Facebook. The most common question I encounter is “why would I want to use it?” to which I answer, “Because it’s an excellent digital replacement for the old standby, the Rolodex.”

Let’s face it: as professionals, we work with a lot of people in the course of a week. It’s hard to keep track of all of them, let alone keep track of all their professional information, should we need it at a glance. The beauty of LinkedIn is it houses all these contact details and they’re accessible from any computer. Of course in saying that, immediately “privacy” becomes a concern, but bear in mind you can decide how private you want your own information to be, just by electing settings that restrict what will be shared with the public. For example, I’m comfortable having my professional work history shared, but I’m not willing to disclose my home address or email address to the entire world. Fortunately, your privacy settings are under your control. 

Setting Up a Profile
Some of the basics of setting up a profile includes having a basic profile picture and outlining your work experience and education. Beyond that, you can go as deep and wide as you wish, such as listing books you’re reading, blog posts you’ve written,  or even professional groups you belong to. Your profile is basically an interactive online résumé and serves as a snapshot of your work and professional background. You can even provide links to your website or blog or other sites you want to share with your connections. Speaking of connections, after you’ve built your profile, it’s time for the next step: connecting.

Connecting is Easy
LinkedIn makes it especially simple to connect with other professionals, both whom you currently work with and maybe others you’ve lost touch with. You can conduct a search and be presented with people you know and want to connect with, but sometimes LinkedIn will also show some people in your right sidebar that you might know. An important consideration is to customize your message to a person with whom you wish to connect: personalizing it makes a more professional impression. If it’s a friend, certainly you can be a little less formal, but it’s good to get in the habit of not using LinkedIn’s standard message, which is pretty boring. 

It’s considered both appropriate and savvy to connect with people you know or work with professionally.  A good rule of thumb to use when connecting is to consider why you want to connect with someone, and certainly, why they’d want to connect with you. 

Creating a Group
As members of CALSS, you can actually create a private “group” on LinkedIn. Why? You already share a common connection with your association in CALSS, but a “group” will allow you to each keep your eyes and ears open for one another as things change in your industry and within the state. You can also share items of interest with each other very easily, plus make recommendations for one another and possibly even refer someone to a hiring firm, should the opportunity present itself. By setting up a group, you can set up dialogue that is kept in one place so you can post notices, updates, etc., plus it can be kept private for just your members.


Some Other Features of LinkedIn
With such a feature-rich site, it’s hard to cover all the layers that lie within LinkedIn, so here are just a couple others you might want to explore:

· Questions and Answers Section: this area allows LinkedIn users to both ask and answer questions posted by the LinkedIn community. If you get involved in this section by answering, you’ll likely get some accolades from the community if your answers are deemed to be exceptional.

· Recommendations:  You can both give and get recommendations from people you’re connected with.  

· Discussions and posts:  You can share public updates and take part in public discussions. There are also group discussions you might want to take part in.

· Search companies: If you’re doing some research on a company, the search section for companies is very robust.

· Search jobs: Things change and if you’re in the market for a new job, or know someone else who is, the job segment lists jobs near and far. If you’re connected with someone that might be able to help you land the job, the system will even prompt you and say so!

· Custom URL: You can shorten the LinkedIn URL to be something much easier to share. 

LinkedIn is something every professional should add to their toolkit, even if it’s just to set up a profile and connect with a few like-minded professionals. If you take it a few steps further, you’ll find it to be a resource like no other.

-Deb Kolaras is owner of Marketing Java in Boulder, Colorado, a firm that specializes in traditional and social media marketing, training and support. She has coached small businesses for more than 20 years  in numerous industries across the U.S.  She can be reached at (303)900-3387 or via email:deb@marketingjava.com  and you can connect with her on LinkedIn at linkedin.com/in/debkolaras. For more information, visit her website at www.marketingjava.com or read her blog at www.marketingjava.com/blog .
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Truly engaged employees

Lead to highly successful law firms

Janet Ellen Raasch

Janet Ellen Raasch is a writer, ghostwriter and blogger (www.constantcontentblog.com) who works closely with professional services providers – especially lawyers, law firms, legal consultants and legal organizations – to help them achieve name recognition and new business through publication of keyword-rich content for the web and social media sites as well as articles and books for print.  She can be reached at (303) 399-5041 or jeraasch@msn.com.
A truly engaged employee is one who believes so strongly in an organization that he or she invests discretionary effort in its success.  In other words, a truly engaged employee is someone who regularly goes above and beyond his or her job description.

What does this mean in a law firm?  While equity partners (and those on the track to become equity partners) are best thought of as owners rather than employees, everyone else should be considered an employee.

The engaged non-equity track associate involved in document review will notice and point out an interesting new detail.  The non-engaged counterpart could ignore this detail, because it might make the job more difficult.

The engaged paralegal or legal assistant will cheerfully work evenings and weekends as a courtroom date draws near.  The non-engaged employee will complain and sulk.

The engaged mail room person will deliver a registered letter to a lawyer as soon as it arrives, allowing for timely consideration and response.  The non-engaged employee will wait until the next scheduled delivery cycle.

And finally, the engaged marketing director/manager/support person will devote extra time and effort to creating a truly customized client proposal, rather than simply answering RFP questions with the usual non-specific content.

In addition, employee engagement is not limited to the workplace.  An engaged employee will rave about his or her law firm outside the office as well -- whether to neighbors on the sidewalk, fellow parents at a soccer game, or someone they meet at book club or a cocktail party.

When you consider these examples, it is easy to see how truly engaged employees can propel law firms from run-of-the-mill to highly successful.  “Defining and communicating the unique story or message at the heart of your law firm is essential to employee engagement,” said Laura Wegscheid.

Wegscheid discussed why law firms should enhance employee engagement in order to improve morale, operations and the bottom line.  This presentation to the Rocky Mountain Chapter of the Legal Marketing Association (www.legalmarketing.org/rockymountain) took place Sept. 13 at Fogo de Chao Restaurant in Lower Downtown Denver.

Wegscheid is a senior consultant with Cast Communication Design (www.castcommunicationdesign.com), an internal communications consulting firm focused on helping businesses engage and align their employees.

The value of engaged employees

Modern research organizations use rigorous science to assess levels of employee engagement and link engagement to performance.

In 2009, Hewitt discovered that businesses with highly engaged employees have total shareholder return 19 percent higher than firms with average engagement.

According to a study of a large professional services firm by the Hay Group, the firm’s five most-engaged regional offices generated 43 percent more revenue per consultant (think lawyer) than the firm’s five least-engaged offices.

“According to Colorado Bar Association statistics,” said Wegscheid, “the average attorney has $446,500 in billable per year.  A 43 percent increase adds an additional $191,995 to this amount, for a total of $638,495 per lawyer.  That translates into $1.9 million extra for a firm of 10 attorneys, $3.8 million for 20 attorneys and $5.8 million for 30 attorneys.  This is a lot of money.”

Research clearly demonstrates that the more engaged your employees, the better your revenue, productivity, earnings, shareholder returns, employee retention and customer loyalty.

According to Gallup, about 16 percent of employees at any business are actively disengaged.  “Some call these people ‘CAVE dwellers,’ for ‘consistently against virtually everything,’” said Wegscheid.  “They will actively try to destroy your organization.

“An additional 29 percent truly believe in your business and are actively engaged in making it succeed,” said Wegscheid.  “That leaves the majority of your employees -- approximately 55 percent -- who are neither disengaged nor engaged.  Smart businesses focus on transforming these ‘neutrals’ into highly engaged employees.”

How to encourage employee engagement
Good internal communication is one of the best ways to move employees out of the middle and into the “high engagement” zone.

“Internal communication is evolving,” said Wegscheid, “with the balance shifting from a model weighted by formality and control towards a model that facilitates employee engagement. Few organizations fall squarely into one of these four models.”

The inner circle model has the highest level of formality/control and the lowest level of employee engagement.  Executives confer behind closed doors with no employee input.  Information travels through formal channels from the top down to managers, who tell employees what to do – but not why.  “Most, but not all, organizations have moved beyond this model,” said Wegscheid.

The cascade model is still quite controlled, but has a little more employment engagement.  Decisions are made at the top and information flows from the top down, but managers are expected to share some information with their teams.

In the dialogue model, decisions and information still flow from the top – but are often accompanied by an invitation to ask questions.  Feedback is limited to topics raised by leadership.  The process is formal, but two-way, with the goal of making sure employees understand the information that was communicated.

“Most organizations, including law firms, currently operate at the cascade level and perhaps at the dialogue level,” said Wegscheid.

The community model combines the highest levels of employee engagement with informality and freedom of expression.  “This model shares a mindset with social media,” said Wegscheid.  “Knowledge is not controlled at the top, but contributed by and commented on by all participants in a network.  Everyone has something to contribute.”

In the community model, leadership is still needed but messages can be initiated by anyone, encouraging the free flow of information throughout an organization.  In this model, individuals feel comfortable sharing expertise and learning from each other, which results in spontaneous collaboration by employees at all levels to solve a problem, rather than formal teams composed only of executives.  Employees as well as owners feel invested in the results.

“Because of sensitive information, proprietary relationships and a billable hour model that does not reward efficiency, the community model can be challenging for law firms,” said Wegscheid.  “However, there are elements of this model that can be incorporated.

Engaged employees are those who understand and believe in a law firm’s message.  This message can be created at the top and then delivered formally to employees (a low-engagement model).  Conversely, it can be created collaboratively (with facilitation by firm leaders) and made part of an ongoing conversation among employees (a high-engagement model).  Or it can be somewhere in between.

“The important thing,” said Wegscheid, “is to understand the value of employee engagement and actively consider which steps your firm can take to improve it – and consequently improve the firm’s bottom line.”
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HOW TO REACH YOUR CALSS EXECUTIVE COMMITTEE:
President: Audrey Brekel
President-Elect: Judy Boker

Mile High Association of Legal Support Staff
Larimer-Weld Association of Legal Support Staff
(Denver)
(Greeley)
Holme Roberts & Owen LLP
William L. Crosier Attorney at Law
Legal Secretary
Paralegal
1801 13th Ste., Ste. 300
1010 9th Avenue
Boulder, CO 80302
Greeley, CO 80631
Cell: 303-618-7418
Cell: 970-405-6784
Phone: 303-417-8502
Phone: 970-356-1115
Fax: 303-417-8550
Fax: 970-356-2202
E-mail: audrey.brekel@hro.com
E-mail: jboker@wcrosierlaw.com
Vice President: Cathy Vlasak PLS
Secretary: Sherill L. Mullins
Larimer-Weld Association of Legal Support Staff
Mile High Association of Legal Support Staff
(Fort Collins)
(Denver)
Larimer County Attorneys
Law Office of Gary T. Potter
Legal Assistant
Paralegal
P.O. Box 1606
288 Clayton Street, Suite 206
Fort Collins, CO 80522
Denver, CO 80206
Cell:
Cell: 720-220-7522

Phone: 970-498-7450
Phone: 303-832-0852

Fax: 970-498-7430
Fax:

E-mail: cathyvlasak@comcast.net
E-mail: sljasper@yahoo.com

Treasurer: Lisa L. Ritter PLS
Parliamentarian: Pauli Ingwersen PLS

Larimer-Weld Association of Legal Support Staff
Member at Large Association of Legal Support Staff
(Fort Collins)
(Colorado Springs)

Liggett, Smith & Johnson, P.C.
Holland & Hart LLP

Legal Assistant
Executive Assistant/Regional Office Administrator

425 Mulberry Street, #112
90 S. Cascade Avenue, Suite 1000
Fort Collins, CO 80521
Colorado Springs, CO 80903
Cell: 970-227-1047
Cell: 719-232-9640
Phone: 970-482-9770
Phone: 719-475-6487
Fax: 970-482-0339
Fax: 719-634-2461
E-mail: 
Email: pingwersen@hollandhart.com
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