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Document: Worker Assigned to Document Current Process

Organize: [Systems Coordinator to Organize, Turn into
Written Form, Proof and Perfect]

Review/Revise: [Manager to review, comment, work with
systems coordinator to revise]

Finalize: [Store in Pre-Established and Approved Manner
(i.e. digital library)]

Label: [Insert Category/Topic of System to Be Created]STEP 1

Assign: [Insert Names and Roles of Team Members
Accountable for Setting Up System]

STEP 2

Select Method: [Select Method of Documentation (e.g.
Video, Audio or Writing)]

STEP 3

STEP 4

STEP 5

STEP 6

STEP 7

7 Action Steps for System Set-Up

7-Step Law Firm Systems
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Document: 

Organize: 

Review/Revise:

Finalize: 

Label: STEP 1

Assign: STEP 2

Select Method: STEP 3

STEP 4

STEP 5

STEP 6

STEP 7

HIRING SYSTEM, PARALEGALS 

Documenter = Firm Administrator: Betty Boop
Tech Writer = Systems Coordinator: Alice Wonderland
Review = Managing Partner: Jessica Rabbit

Video w/ Audio

[Insert Video File Created by Betty Boop, Firm Administrator]

Reviewer: Managing Partner, Jessica Rabbit
Systems Coordinator to revise for final approval by
Firm Administrator and Managing Partner

Systems Coordinator to transcribe video/audio and create written
documentation of process for reviewer to revise and/or approve.

Systems Coordinator to revise, finalize (send back to Reviewer for final
approval if needed, and store in systems library.

7 Action Steps for System Set-Up (Example)

7-Step Law Firm Systems
C H E A T S H E E T
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HIRING SYSTEM, PARALEGALS (EXAMPLE) 

Documenter: Betty Boop, Firm Administrator
Systems Coordinator : Alice Wonderland, Tech Writer
Hiring Partner: Jessica Rabbit, Managing Partner

PREPARED BY: DATE PREPARED: 
June 1, 2020

The first step in the hiring process for a paralegal is for the Firm Administrator/HR Manager to meet
with the Partners to ascertain any special requirements of the position to be filled. If there are no
special requirements, then the second step is to create an advertisement in accordance with the job
description on file for a paralegal (Exhibit A). If there are special requirements, these are to be
gathered at this time and included. It is the policy of the firm to place ads in online hiring platforms
such as Indeed and/or ZipRecruiter.

The advertisement is to include a description of the firm, including its core values, and descriptions of
the responsibilities, education requirements, experience requirements and any other requirements
necessary (like any special software or other skills). All candidates are to be asked to respond with a
cover letter, resume, salary requirements and three professional references.

The Firm Administrator/HR Manager will review all incoming applications and develop a short-list of
candidates based on their ability to follow instructions in responding to the advertisement, and
whether their qualifications meet the standard requirements.

Once a short list is created, the Firm Administrator/HR Manager shall conduct 15 to 20 minute
telephone interviews with each candidate being considered. The purpose of this call is to assess the
candidates' abilities to speak on the telephone in a professional manner, as well as to ask some
preliminary screening questions (Exhibit B).

From these phone interviews, the Firm Administrator/HR Manager shall create a new short list for
follow-up video interviews (via Zoom or Teams). The purpose of these interviews are to further
ascertain prospective employees' abilities to engage in technology, appear in a professional manner,
and answer additional pre-screening questions, and to educate prospects on the firm culture.

UPDATED: 
June 1, 2021
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HIRING SYSTEM, PARALEGALS (EXAMPLE) 

[Continued from Page 1...]

Again, the Firm Administrator/HR Director shall create a short list of one to three candidates to
meet with the Managing Attorney and/or the Firm's Partners (Hiring Attorneys) for final
interviews. Prior to meeting with the Hiring Attorney(s), the candidate will be asked to complete a
CliftonStrengths Assessment to ascertain whether their strengths are in alignment with the
strengths required for a paralegal. Each candidate will be sent an access code from the firm's CS
account and will be required to participate in this assessment and to return the results to the firm
for inclusion in the packet prepared for each Hiring Attorney. Also, the Firm Administrator/HR
Manager will contact the references provided by each candidate and document those responses.

In addition to the short-listed candidates cover letter, resume, Clifton Strengths Assessment, and a
summary from the Firm Administrator/HR Manager of why this candidate was selected (including
any relevant notes from references), a recording of the video interview will be provided as well. 
 Also scorecard (Exhibit C) will be included on which the Hiring Attorney will notes and score the
candidates in ten different categories.

The Hiring Attorney(s) and the Firm Administrator/HR Manager will meet to discuss the final
decision, and the Firm Administrator/HR Manager then will contact the candidate(s) either with an
offer letter (Exhibit D--Template 1). All rejection letters (Exhibit E--Template 2) will be held until
such time as the offer has been accepted.

If the candidate does not accept the position, the Firm Administrator/HR Manager may make an
offer to the firm's second or third choice if so agreed by the Hiring Attorney(s). Alternatively, the
Firm Administrator/Hiring Manager may re-assess past rejected candidates, or re-run the ad and
begin the process again from the start. Rejection letters to unsuitable candidates may be sent at
any time during the process in the discretion of the Firm Administrator/Hiring Manager.

PREPARED BY: 
Documenter: Betty Boop, Firm Administrator
Systems Coordinator : Alice Wonderland, Tech Writer
Hiring Partner: Jessica Rabbit, Managing Partner

DATE PREPARED: 
June 1, 2020

UPDATED: 
June 1, 2021

7-Step Law Firm Systems
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HIRING PROCESS FOR PARALEGALS (EXAMPLE) 

Documenter: Betty Boop
Tech Writer/Systems Coordinator : Alice Wonderland
Managing Partner: Jessica Rabbit

PREPARED BY: 

Exhibits:

Exhibit A: Standard Paralegal Job Description
Exhibit B: Standard Preliminary Screening Questions
Exhibit C: Standard Paralegal Hiring Scorecard
Exhibit D: Standard Paralegal Offer Letter Template
Exhibit E: Standard Paralegal Rejection Letter Template
Exhibit F: Video + Audio from Documenter, Firm Administrator/HR Manager

DATE PREPARED: 
June 1, 2020

UPDATED: 
June 1, 2021
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