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If you're able to build rapport with hiring authorities at your firm, you can be the first to find out
about forthcoming internal promotions and strategically position yourself for growth. Similarly,
you may discover the firm is opening a new branch office in your dream destination, and if
you're connected with the right person, you could get a head start on applying for the transfer.

Who do you know? Some of the most important people to connect with are the conduits to the
power in your firm. That is, someone who can speak for paralegals. Network with colleagues,
partners, associates, staff — be sure to include everyone. People can tell you what’s going on in
your own firm. You’ll get noticed. Everyone wants to be with a winner that other people respect.
Hanging out alone in your office or cubicle will not get you advanced up the ladder.

For example, success stories such as Ralph Lauren, Mark Cuban, Warren Buffett and Jay-Z all
rose from modest beginnings. You can be sure those who showed them support with no agenda
during the growing pains enjoyed the ride once these icons’ careers exploded.

5. Ignore the benefits of networking.
You can benefit as your contacts develop. Continuing to build new relationships and nurture
existing contacts can be hugely beneficial to you as members of your network grow into the next
phases of their career.

For example, success stories such as Ralph Lauren, Mark Cuban, Warren Buffett and Jay-Z all
rose from modest beginnings. You can be sure those who showed them support with no agenda
during the growing pains enjoyed the ride once these icons’ careers exploded.

The key is to keep your networking process going as much as you can without needing to ask for
anything in return. Show genuine interest in other people and in their hopes, wants, dreams and
desires. Ask questions they'd be excited to answer. Listen intently to what they have to say and
you'll have surrounded yourself with a circle of people who would not only be willing but
excited to help take your career to the next level.

Chere Estrin is the CEO of Estrin Legal Staffing; President & Co-Founding member of the
Organization of Legal Professionals and CEO of the Paralegal Knowledge Institute. She has
written 10 books on the paralegal career and hundreds of articles. Formerly, Chere was the
Paralegal Administrator for two major law firms and an exec in a $5 billion corporation. She
has written 10 books in the legal field and authored hundreds of articles. She has been
interviewed by many prestigious publications and is a national seminar leader. Chere is a Los
Angeles Paralegal Association Lifetime Achievement Recipient and Co-founding member of the
International Practice Management Association (IPMA). Talk to her at
chere@estrinlegalstaffing.com.

Originally published June 29, 2016, in The Estrin Report, http.//estrinlegaled.typepad.com/.
Reprinted with permission.
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AVAILABLE PARALEGAL POSITIONS A

OPPORTUNITY

HOME HEALTH PALLIATIVE HOSPICE

Great Lakes Caring is looking for a Healthcare Paralegal to join our one of a kind team.
Our Healthcare Paralegal will assess routine contracting and legal issues and provide support for compliance, legal
maintenance, governance, transactional activity and special projects.

The ideal candidate will have an Associate's degree (A. A.) or equivalent from two-year College or technical school;
and five years related experience and/or training; or equivalent combination of education and experience, with a
Paralegal certificate accredited institution (preferred).

Click Here to View Posting and Apply!
Contact Jerry Brigham at 517-740-5465 or JBrigham@greatlakescaring.com

Health and Safety Institute — Paralegal Job Description

Location: Grand Rapids

General Purpose

Assist and provide a range of legal support and administration on matters primarily involving contracts with clients
and outside vendors. Interface with outside legal counsel representing the firm and internal business owner to
identify and mitigate risk, while supporting the overall growth goals of the organization.

Main Job Tasks and Requirements

e  Organization and management of a queue of contracts for news business and renewals; some of which require multiple
redrafts with the client prior to signature, as well as effectively managing internal deadlines with business owners and
counsel

Contract review, including some drafting and revisions

Proof and edit legal forms and documents for accuracy

Perform legal research

Contract database management

Strongly skilled in cross-checking and validating information.

Ability to analyze and interpret business needs

Customer focused-orientation for both internal and external customers in a fast-paced and growth focused-environment.

Ability to function in a technology-driven environment, both in terms of tools used to perform the functions of the job and the
strategic business focus of the organization

e  Familiarity with corporate entity formation and maintenance a plus

Education and Experience

Bachelor's degree, associate’s degree or certificate program in paralegal studies

1-3+ years of experience as a paralegal, preferably in a high-volume, fast-paced environment

Thorough knowledge of legal principles, practices, and terminology

Strong written communication and drafting skills.

Demonstrated effective communication skills, both legal communications and business communications
Relevant computer knowledge and experience (minimum requirement of competency in MS Office Suite

Experience in reviewing and monitoring new and updated laws and regulations and flagging for business relevancy is also
considered a plus

e  Ability to recommend process management improvements is also considered a plus

Key Competencies

Research and analytical skills
Critical-thinking and problem-solving - Does your office have an opening for a Paralegal? If
Self-starter with strong planning and organizing so, GLPA will post the position description here in the

Good communication skills GLPA News and/or on our Facebook page, free of
Attention to detail and accuracy
Team-oriented

Please contact Nick Tomshack at 616.949.4343 Ext.217 or ntomshack@hsi.com
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