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In this issue, you will find highlights of our first townhall style dinner 
meeting, The Presidents Message, responses to the membership survey 
along with some great articles from our members and professional 
resources.    Changes in the economy seem to be taking a turn for the 
worse but keep in mind that despite the economic downturn, 
paralegal salaries continue to climb, according to a recent survey by 
Legal Assistant Today magazine’s 17th Annual Salary Survey.  
 
With so many offices and businesses downsizing, it seems that we now 
find ourselves separated into two groups; unemployed or left behind. 
Whichever group you have landed in, try to remember that everything 
is cyclic. 
 
If your area of law has slowed down, keep in mind that other areas of 
law are picking up. History has shown that when the economy is down, 
criminal law and family law cases (and now foreclosure and 
bankruptcy) are on the rise. During these times, we may have to 
switch areas or "move our cheese" in order to find work. Who knows, 
you may like another field better than what you left. 
 
For those left behind, although it may not be easy, try to stay calm. 
With a downsizing of staff, those left behind are often given many 
more tasks than they were previously asked to take on. Although it is 
sometimes difficult when you feel overwhelmed, being calm while 
juggling many different tasks shows your professionalism and your 
great multitasking skills. Your employer will notice your ability to handle 
your workload in these situations. Your employer will also notice if you 
have a meltdown. Hang in there because eventually things will pick 
up so that it will be financially feasible to increase staff again. 
 
The communications committee continues to work to provide you with 
up to date information affecting our profession and resources 
available to create success and satisfaction in our profession.     
 
Please enjoy the articles and we look for to your feedback.  
 

Koren 

http://www.legalassistanttoday.com/�
http://www.whomovedmycheese.com/�
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Presidents Message… 
 
Greetings, 
 
I am pleased to be addressing you for the first time in the ParaGraph as your president.  I am excited 
about the future of GAP and the paralegal profession and hope that you are too.  Although it may 
be a little difficult to be excited about the profession during these tough economic times, the 
paralegal profession remains to be one of the fastest growing industries in the country according  
to the Bureau of Labor Statistics.  However, also according to the Bureau of Labor Statistics, to a 
limited extent, paralegal jobs are affected by the business cycle.  During recessions, demand 
declines for some areas, such as planning estates, drafting wills, and handling real estate 
transactions.  In addition, corporations are less inclined to initiate certain types of litigation when a 
downturn in sales and profits lead to tighter budgets and cost cutting.   
 
As a result, full-time paralegals employed in offices adversely affected by a recession may be laid off 
or have their work hours reduced.  However, during recessions, corporations and individuals are more 
likely to face problems that require legal assistance, such as bankruptcies, foreclosures, and divorces.  
Nevertheless, paralegals who provide many of the same legal services as lawyers at a lower cost, 
tend to fare relatively better in difficult economic conditions.  I am not an economist nor do I claim to 
be an expert of any sort when it comes to the economy; however, I am hopeful that, in time, our 
economy will improve and the paralegal profession will continue to soar.   
 
Our first dinner meeting which was held on February 10, 2009 was extremely insightful and 
invigorating.  The “Town Hall” discussion format enabled us to share ideas with respect to GAP and 
our profession.  The Board of Directors will look at each of the suggestions and will actively seek ways 
of implementing those suggestions.  A summary of this meeting appears later in this issue. 
 
I look forward to a year filled with exciting events and more opportunities for all of us to network and 
share ideas.  For more information on upcoming events, please be sure to visit our website and read 
our newsletters including the GAPpenings (electronic newsletter).  Upcoming events will also appear 
in the Daily Report. 
 
Please remember that the Board of Directors is always open to your suggestions and comments.  Feel 
free to share your ideas with respect to improvements, meeting topics, CLE opportunities, or any 
other suggestions you may have. 
 
I am extremely excited and look forward to serving as  
your president for the next two terms. 
 

Cheers,  
Kevin O. Fogel 
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Board Meeting Update 
 

The 2008 Board Retreat was held on January 10, 2009 at Epstein, Becker & Green, P.C., the law firm 
that wherein GAP’s current President, Kevin Fogle, is the senior paralegal.  Many of GAP’s 2009 
Board Members held positions last year.  However, the following two members are serving their first 
terms on the Board as Coordinators:  Beth Young, E-News and Public Relations Coordinator and 
Shanda Hickey, the New Member Coordinator.   
 
LaShonda Dillard, GAP’s NFPA Primary, and Paezle Harris, GAP’s NFPA Secondary, are preparing to 
attend the Region III meeting that is going to be held in Tampa Bay, FL March 20-22, 2009. 
 
GAP held its dinner meeting on February 9, 2009 and implemented a different approach at this 
meeting.  GAP’s President, Kevin Fogle, wanted to bring in the New Year with fresh and exciting 
ideas.  As such, GAP had a “town hall meeting”.  This forum gave GAP’s general members the 

opportunity to express how both the 
paralegal profession and GAP could be 
improved.  A total of 48 members attended 
the meeting.  The following questions were 
posed to the general membership: 
 

1. How do we, as paralegals, make 
ourselves valuable during a recession? 

 
2. Do you think the paralegal profession 

should be regulated?  Please explain 
why or why not. 

 
3. If you were leading the Georgia 

Association of Paralegals, Inc, how 
would you motivate busy professionals 
to get involved with the organization? 

 
4. How would you define a successful 

paralegal?  What do you feel are the 
essential qualities a paralegal should 
possess in order to achieve? 

 
 

5. What would you like to see happen 
with the paralegal profession in 10 
years? 

 
 
 If you were unable to attend the dinner meeting and would like to provide responses to the  
discussion questions  please email your responses, suggestions and/or question to Kevin Fogel at 
president@gaparalegal.org. Check on page 17 for some of the responses the questions above. 
     
GAP’s next dinner meeting will be held on Tuesday, April 14, 2009.  We look forward to seeing you 
there.  

mailto:president@gaparalegal.org�
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Work-Life Balance: 
Defined and Achieved 

By Pam Clark 
 

My 87-year-old mother is a retired 2nd

 

 grade teacher with a Master’s degree in children’s 
literature.  An exemplary role model, she was active in Alpha Delta Kappa teacher’s sorority, 
American Association of University Women, and Berry College Alumni.  On the home front she was an 
exceedingly good cook, kept a perfect house, and was an exceptionally talented seamstress.  My 
father, a middle school assistant principal, coached the boys’ baseball team, the girls’ basketball 
team, and was a scoutmaster for over 32 years.  In addition to all this, my parents were both very 
involved in the parent organizations of my school.  In the summer we had a great time together on 
camping and canoeing vacations in the north Georgia mountains.  Mama always said, “…if 
something is important to you, you will find time for it.”  Clearly, 
my parents knew very well what was important to 
them…and found time for it!  That is work-life balance 
defined and achieved.  

 A single parent for many years, I have a son and a 
daughter, both of whom are now grown.  I worked a 40-hour 
week…within which my son and daughter always came first 
and I was determined that they would not be over-
scheduled. When they were growing up we were a scouting 
family and my son played soccer and football.  My 
daughter, a classically trained violinist, took private violin 
lessons and played in two orchestras.  We were active in 
our church, and I was actively involved in the PTA of their 
school as well.  From this list of activities it is immediately 
evident what was important to us.  Together my children 
and I defined what activities to us were important, and we 
made time for all the things we wanted to do.   
  
 My children and I always had time together for fun on the weekend.  We went to the park; 
rode our bicycles; went to movies; went to Six Flags Over Georgia; picnics; and the laser show at 
Stone Mountain.  In the Spring every year we participated in an inner city home building project near 
Turner Field.  When my children were grown, I took up snow skiing.  I go to Colorado every January on 
a ski trip.  These kinds of activities are important for many reasons, one of which is that it keeps us 
sharp!  Haven’t we all encountered those in the work place who are hard workers…and yet work is all 
they have?  They cannot conduct a conversation about anything other than work.  They haven’t 
read a good book.  They haven’t travelled anywhere.  They haven’t been to an interesting museum 
exhibit…or a concert.  They do not go to the gym.  They do not volunteer in the community.  They do 
not do anything but work…which is not healthy.  Those people failed to strike a balance between 
their work life and their personal life.    

  Continued page 6 
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We are fulfilled when we reach goals and enjoy what we do on a daily basis.  Decide 
therefore what activities are important to you and what you want to do for fun.  Consider 
recreational activities, civic pursuits, and spending time with your family. Because priorities change, 
your work-life balance will be different at various times in your life.  Work-life balance for a recent 
college graduate will be different than for that of a middle-aged “empty nester” whose children 
have graduated from college and left home.  Work-life balance will be different for you if you have 
children as opposed to when you are nearing retirement. Bear this in mind and prioritize your 
activities in order of their importance to you and make a list accordingly.  Plan subsequently to spend 
some of your time away from work in pursuit of those activities.   The objective is to spend some time 
on the activities you’ve listed which are important to you! 

  There are websites which may be of interest to you regarding the subject.  An encyclopedic 
resource, www.worklifebalance.com offers a great deal of information on the matter.  Additionally, 
WebMD offers tips on how to achieve work-life balance and information on stress management.  
Make those decisions about what activities interest you most and you will be well on your way to 
achieving work-life balance.    
  

http://www.worklifebalance/�
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Across 
1 A proposed statute, i.e. one that has 

not yet been enacted into law. 

3 The money a defendant pays as a 
guarantee that he or she will show 
up in court at a later date. 

4 A document with which one party 
promises to pay another within a 
specified amount of time. 

6 A business relationship in which an 
owner (the franchisor) licenses others 
(the franchisees) to operate outlets 
using business concepts, property, 
trademarks and trade names 
owned by the franchisor. 

7 to die without a will 

8 A person's right to prevent others 
from copying works that he or she 
has written, authored or otherwise 
created. 

 

Down 
1 A written document that 

outlines a party's legal 
arguments in a case. 

2 a court's official decision on the 
matters before it. 

3 An outline of the basic terms of 
a proposed sales contract 
between a buyer and a seller. 

5 A law passed by a legislative 
body may be called a statute 
or an Act 
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 Walter Eente 

 

Members Perspective 
  

 
  

Member Reflection  
     

“I thoroughly enjoyed the Town Hall meeting.  It was the most informative, spirited and 
open meeting I have attended.  Never before has one of these dinners given 
everyone the opportunity to speak their minds, truly meet the board members and 
participate in the activities.  Bravo to whoever came up with that great idea!” 
 
 
Barbara Revell, Business Development Coordinator 
Elizabeth Gallo Court Reporting 

Door prize awarded to Amy Grizzell by Amanda Minino of West 
Court Reporting, meeting sponsor – February 10, 2009 
 

On February 10th, the GAP Dinner Meeting was held in 
Town Hall fashion. It was a wonderful opportunity to 
interact with other members sitting at your own table.  
Board members rotated between diner tables as 
attendees discussed GAP topics: organizational vision, 
goals for the year, development of GAP awareness, and 
the upcoming Paralegal Week event.   
 
The vision of strengthening participation by encouraging 
member involvement in all aspects would enable GAP to 
have a greater scope of impact within our state.  
 
The goals of defining precise organizational goals along 
with developing member participation in activities would 
build on the vision of GAP leading the way for paralegals 
across the state.  
 
Important elements of developing awareness of the value 
of paralegals in the work place could be achieved by 
offering educational seminars, activities, or programs to 
attorneys and their firms. 
By raising awareness to the “value added” through the 
use of paralegals, GAP will promote our profession as the 
formidable asset it truly is within the legal community. 
 
Also, Paralegal Week (the date has yet to be set) will 
provide the perfect opportunity to publicize GAP this year 
and committees will be planning accordingly. 
 
Meeting attendees were greatly encouraged by the 
enthusiasm of board members and upcoming 
opportunities to participate through GAP in 2009. 
 

By Walter Enete 
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 Expense % Cost 
1) NFPA Membership 17% $25.00 
2) Welcome Package 7% $10.00 
3) NFPA Representation 8% $12.00 
4) Membership Directory 2% $3.65 
5) Administration 58% $87.00 
6) Member Events 4% $6.00 
7) Website 3% $9.15 
 TOTAL  $152.80 

 

 

2009    Officers 
 
President 
Kevin Fogle 

Voting Positions 
Vice President 
Karen Prouty 
Secretary 
Julia Lanford 
Treasurer 
Ann Jackson 
Director of Pro Bono 
Michael Misenheimer 
Director of Membership 
Tenitra Adams 
Dir. of Communications 
Koren Saddler-Conrad 
Director of CLE 
Edwina Robinson 
NFPA Primary Rep  
LaShonda Dillard 

 
Non-voting Board Positions 

Board Advisors 
Barbara Pylant 
Chrissy Weeks 
NFPA Secondary 
Representative 
K. Paezle Harris, RP 
Student Members 
Coordinator 
Nola Sayne 
PACE Ambassador 
Paezle Harris 
State and Local Bar Liaison 
Edwina Robinson 
PR & E-News Coordinator 
Beth Young 
Web Design Coordinator 
Amadi Leaks 
New Members Coordinator 
Shanda Hickey 
Community Service 
Coordinator 
POSITION AVAILABLE 
Speakers’ Coordinator 
POSITION AVAILABLE 

  

   

 
   

 
   

“  

GAP MEMBERSHIP 
BENEFITS 

  
In discussing the results of the GAP 2008 Survey, the Board of Directors 
felt it would be useful to explain how membership dues are applied to 
GAP benefits, or simply “where does the money go”.   
 
It should be noted that GAP has been proactive in keeping costs 
down.  Cost-saving measures taken in the past few years include a 
change in management of the association and eliminating printing 
and mailing costs by going electronic with notices and newsletters.  
GAP has also applied cost considerations in adding new benefits, such 
as making the website more interactive (online 
applications/registrations), using PayPal to give members a credit card 
payment option and making our own membership cards.  GAP will 
soon go “live” with an online membership directory, which is not only 
more cost effective than printing but also resolves the problem of a 
static directory that becomes outdated as members change jobs or 
addresses – the new directory will allow a member to update his/her 
listing at any time.  
 
This pie chart illustrates the outflow of dues revenue per member.  Most 
notably, the costs of each member’s benefits exceed the total 
amount of dues paid ($125/active and $100/student).  It is thanks to 
GAP’s Sustaining Members that you get more than you paid for in this 
scenario, which is why it is so important that you support these 
businesses whenever the opportunity arises.  The calculations are 
based on a GAP membership of 500 and represent costs incurred in 
2008 for 2009 benefits.  

 
 
 

Continued on page 13 

 



 

10   THE PARAGRAPH 

 
   

Dinner Meeting: April 14th 2009 
 

Date: April 14, 2009 

Event: GAP 
Membership 
Dinner Meeting 

  

Date: June 9. 2009 

Event: GAP Member 
Appreciation 
Dinner 

  

Date: August 11. 2009 

Event: GAP 
Membership 
Dinner Meeting 

  

Date: October 13. 
2009 

Event: GAP 
Membership 
Dinner Meeting 

  

Date: December 8. 
2009 

Event: 12th Annual 
GAP Holiday 
Party 

 

   

 
   

NFPA Convention 2009 
 

 

 

 

Employment Strategies for 2009 
Karen Brown Williams, Esq. 

The Williams Firm PC 
 

6:00 PM  Anthony's Fine Dining 

With the economic downturn, many of us are facing employment 
issues we have never before encountered.  In this presentation, Ms. 
Williams will discuss strategies for dealing with these issues and 
provide useful information pertaining to employee rights and 
remedies.  

GAP 
EVENTS 

 
Please join The Atlanta Volunteer Lawyers Foundation ("AVLF") and The 
Atlanta Bar Association in supporting Law Week 2009. This year sessions 
will be on Power of Attorney/Healthcare Directives and their 
importance, helping people complete their living will and screening 
clients for AVLF eligibility. 
 
Wednesday, April 29, 200 
Volunteer shifts:   
9:00 a.m. - 12:30 p.m.  
12:00 p.m. - 3:30 p.m. 
 
 
 
Amanda Donalson, Paralegal at adonalson@avlf.org or call 404-521-0790.  
 

 

FultonCounty Public Library  
1 Margaret Mitchell Square 
Atlanta, GA 30303 
 Basement/Auditorium Area 
404-730-1700 Press #3 for 
directions 
  
 

Volunteers needed: 

mailto:adonalson@avlf.org�
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GAP now has a 
Facebook Group  

 JOIN HERE 
 

    
 
 
 
 
 
 

 NFPA Offers On-Line CLE Courses! 
 
 
 
 

NFPA Events 
 June 20th to June 21st, 

2009 
NFPA® PACE™ 
Ambassadors Conference 
Hosted by the Minnesota 
Paralegal Association 
Minneapolis, MN 

 

  
May 1st to May 3rd, 
2009 
NFPA® Joint 
Leadership/Regulation 
Conference 
Hosted by the Washington 
State Paralegal Association 
Seattle, WA 
Details and Registration 

 Professional Development / NFPA Members    

 Electronic Data Case Management (CLE Credit: 1 / Cost: $50.00)   

  Ethics Guidance (CLE Credit: 1 / Cost: $50.00)   

  Family Law (CLE credit: 1 / Cost: $50.00)   

  HIPAA 101 (CLE credit: 1 / Cost: $50.00)  

NFPA® is 
now on     

 

  
 

 
 

 

October 29th to 
November 1st, 2009 
NFPA® Annual 
Convention 
Come to Oregon, Be a 
Paralegal Pioneer 
Red Lion Hotel on the 
River  Portland, OR 

http://rs6.net/tn.jsp?t=l9ysi9cab.0.0.hiyauubab.0&p=http%3A%2F%2Fwww.facebook.com%2F&id=preview�
http://www.paralegals.org/displaycommon.cfm?an=1&subarticlenbr=1054�
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WELCOME NEW GAP MEMBERS! 
Active Members 

Atlanta Housing Authority 
La Toya Hill 

Atlanta Volunteer Lawyers Foundation 
Dawn Dees, CLA 

E. Noreen Banks-Ware, PC 
Frangela K. Merritt 

Balch & Bingham 
Daphne Michelle Shaw 

Nelson Mullins Riley & Scarborough LLP 
Sabrina D. Henry 

The Finley Firm PC 
Karima Ibrahim 

Seyfarth Shaw LLP 
Julie A. Heine 
Carol H. Southwood 
Hannah Grant 

Gray Rust St. Amand Moffett & Brieske LLP 
Annette C. Long 
Kimberly R. Bianco 

Arnall Golden Gregory LLP 
Daniel Balog 
Michelle D. Miller 
Kristin Heggen 

Owens Gleaton Egan Jones Sweeney LLP 
Kimberly F. Shurling 

McKenna Long Aldridge LLP 
Angela M. Cunningham 
Sarah Forshe 
Holly Haynes 

Sutherland Asbill & Brennan LLP 
Julia M. Simon 
Julie Murphy 
Cynthia Wyke-Garrett 
Nekita N. Martin 
Mark Morley 
Nicole Gadson 
Dearroka L. Winfrey 
E. Kelly Thomas Jr. 
Jaime L. Lane 
Lorraine H. Wilson 
Cindy Brock-Hamilton 
Pauline J. Mitchell 
Pauline Smith, CLA 
Royshad J. Hodges, CLA 

Law Offices of Tavis L. Knighten, PC 
Pam T. Clark 

Lawrence Lewis, PC 
Marcella Robinson 

 

Troutman Sanders LLP 
Patricia E. Hughes, RP 

Haley & Haley Attorneys LLC 
Angela Munn 

The Home Depot, Inc. 
Frankie Kirby 

Jan-Pro Franchising International, Inc. 
Sharon M. Snyder, RP 

Commander+Pound LLP 
Jill Johnston Smith 

Johnson & Freedman 
Michael Fielding 

Browning & Smith LLC 
Stacy Veiga 

Patrick D. Deering & Associates PC 
Jill R. Baltimore 

UPS 
Barbara Williams Freer 
 

Maggie C. Osborne 
Walter Enete, RP 
Jennifer Perdue 
Roger Henderson 
Pamela Allen, CLA 

Student Members Sustaining Members 
Rani S. Rab 

Crystal Meeks 
Riikka Harkonen 

Georgia Academy of  
Mediators & Arbitrators 

Darren Lee 

Litigation Training Solutions LLC 
Cicely Barber, Esq. 

Tiffany Alley and Associates 
Craig Saunders 
Katie Albright 

DISCLAIMER 

The ParaGraph welcomes comments and expressions of views from GAP members and other readers. 
Such submissions should be marked “Letter to the Editor” and sent to the Editor at 
newsletter@gaparalegal.org. Also note that any written and electronic materials, documents, letters, e-
mails, notes and memos submitted to the Editor of The ParaGraph become the property of The 
ParaGraph and are subject to publication. Names and contact information may be published unless the 
submitter specifically requests anonymity at the time of submission. Articles express the authors’ views 
and are not necessarily those of the Board of Directors or Association.  Articles may not be reprinted 
without the express permission of the author. Paid advertisements appearing in The ParaGraph are not 
an endorsement of products or services. 
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Explanation of Expense Categories 
 
NFPA Membership / NFPA Representation:  All active and student memberships in GAP include membership in The 
National Federation of Paralegal Associations (“NFPA”) – dues are $25 for active members and $20 for student 
members.  As members of NFPA, you have a voice in shaping policy and standards at the national level through your 
direct representatives, GAP’s Primary and Secondary.  The expense category titled “NFPA Representation” is the amount 
spent annually to send representatives to NFPA events (i.e., Convention, Region Meeting, etc.).  Another benefit 
resulting from having representatives at NFPA events is the wealth of knowledge that comes from the idea-exchanges 
with other paralegal association members throughout the country. 
 
Welcome Package:  The package is sent to each member upon joining or renewing membership.  GAP has enhanced the 
“Welcome Package” for 2009, adding new lapel pins and a CD containing resource materials.  Included on the CD is a 
new Membership Guide which was developed by the Board of Directors in an effort to explain how membership works. 
 
Membership Directory:  As explained above, the new membership directory will be electronic – linked to our website 
and password-protected.  GAP has significantly reduced the costs associated with the directory by moving away from a 
printed format, however, there are still set-up and maintenance costs for this benefit. 
 
 Administration:  This category includes time and expenses required for the management of the association.  In August 
2007, GAP switched from a management company that charged “by the hour” in addition to a base management fee, to 
an individual who is paid a base salary plus reimbursement of actual expenses.  This resulted in a decrease in 
administrative costs of approximately $10,000 in 2008.  Also, GAP is now in a much better position to budget annual 
expenses without the concern of fluctuating administrative billing. 
 
Member Events:  This category represents a percentage of dues which is applied to GAP Events, enabling GAP to offer 
discounted rates to members. 
 
Website:  This category reflects the costs incurred in website improvements as well as hosting and maintenance fees. 
 

The Benefits – Participation Relationship 
 
There are many ways that the level of GAP member participation impacts the overall benefits of GAP membership.  You 
will often hear us say “you get what you put in” when looking for volunteers to help us build sustainable programs, 
events, and other benefits of membership.  In fact, GAP has been forced to abandon some programs due to an apparent 
lack of interest of the membership, as evidenced by low participation. 
 
One such casualty was GAP’s Mentor Program.  GAP wanted to provide a means for newer paralegals to find mentors to 
help them as they started in the profession.  It was generally agreed that it was a good idea and great membership 
benefit.  However, GAP could never provide enough mentors to get the program off the ground.  Therefore, although 
many survey respondents did mention the need for this program, it cannot be provided without volunteers and has 
been abandoned. 
 
We certainly hope it will not be the case, but we may soon lose another program in 2009 – Community Service.  GAP 
currently has vacancies on the Board of Directors, including the position of Community Service Coordinator.  It should 
also be noted that simply have a coordinator does not insure a program’s success.  Success depends on member 
participation.    
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LLIITTIIGGAATTIIOONN  TTRRAAIINNIINNGG  
SSOOLLUUTTIIOONNSS  LLLLCC  

Presents... 

      

   
         

Event Details 
DDDaaattteee   &&&   TTTiiimmmeee:::         Friday, April 17, 2009 11:00 A.M. – 1:00 P.M.                        
LLLooocccaaatttiiiooonnn:::      City View, 3330 Cumberland Boulevard, Atlanta, GA  30339 
CCCooosssttt:::     $30 per person (includes lunch & materials) 

 

SSSPPPAAACCCEEE   IIISSS   LLLIIIMMMIIITTTEEEDDD   RRRSSSVVVPPP   BBBYYY   MMMOOONNNDDDAAAYYY,,,   AAAPPPRRRIIILLL   111333,,,   222000000999   
                  

Cicely Barber, Esq.    
cbarber@litigationtraining.com 

770.309.4484 

mailto:cbarber@litigationtraining.com�


 

15 Tips for Writing a Resume for a Paralegal Job 

 

 

 
Paralegals work in a variety of fields, including real estate, bankruptcy, tax law, corporate law and 
patent law. Job duties will vary slightly depending on which paralegal field you go into. In general, t, 
write a resume that shows that your education and experience has prepared you for the wide range of 
duties paralegals are required to perform.  Read as many job postings advertising for paralegals as you 
can. This will give you a better idea of what employers are looking for and whether or not you will meet 
their requirements. 
 
Mirror the language and structure of the job posting to which you are replying. Use the same or similar 
action verbs as those used in a job posting. If the posting states that the paralegal will spend 60 percent 
of her time doing "x" and 40 percent of her time doing "y", devote 60 percent of your work history section 
showing that you have experience in "x" and 40 percent showing that you have experience in "y. 
 
Use your work history section to demonstrate that you are a detail-oriented individual who is able to 
handle multiple tasks with minimal supervision and meet deadlines. Show that you have excellent 
interpersonal, research and writing skills. 
 
State how much work experience you have, and submit your resume only to those prospective 
employers whose requirements you meet. If a job posting specifies 10 years of experience and you only 
have 1 year of experience, submitting an application will be a waste of your own time and that of the 
recruiter's. However, if the posting specifies 5 years' experience and you have 3 or 4, you may still have a 
shot. 
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Seven Strategies for a Successful Job Search 
 
In these times of economic difficulties, budget cuts and job loss, I hear daily from paralegals and 
others who certainly did not deserve to lose their jobs but who nonetheless find themselves updating 
their resumes and hoping for a new position before their unemployment benefits end. 

When they come to me for advice, the first thing I tell them is that they DO have a job: they’re now 
self-employed and their job is finding a job. They have to treat this new job as though it is their own 
business and go to work every day. This is serious hard work! 
 
Here are seven strategies for making your new business of job hunting a success:  

1. Know Your Market.

 

 Do some research to determine what 
employers are looking for. You should craft your resume and your 
job search to be the perfect candidate for those jobs. Also, 
remember that many jobs are never advertised, but exist in the 
minds of the partners or Human Resources Director. If they view you 
as the perfect candidate for that position, they may hire you without 
ever interviewing any other candidates. 

2. Do an inventory.

 

 Make a detailed list of your skills, experience, 
accomplishments, interests, goals and values. What are your 
strengths and where will they fit? You will need to be able to 
communicate, both verbally and in writing, how you are the unique 

and perfect candidate for a job. Your inventory should also serve as a road map to other areas 
where your skills and experience would transfer. Also, know your salary expectations and be 
prepared to have that discussion. Communicate this in a such a way that the value you would bring 
to the position is commensurate with that salary level. Know also that you may have to get real about 
what your next job will pay. It may be more important to get your foot in the door and have those all-
important benefits. 

3. Develop a Plan.

 

 Begin with a clear, concise resume and a concise cover letter that states how your 
qualifications match job requirements. Both your resume and cover letter should be designed to 
catch the potential employer’s attention. Identify potential employers and start sending those 
resumes, whether they are advertising open positions or not. Consider using an appropriate 
employment agency but sure you understand what the agency will do for you and if there is a cost. 
This can be an excellent job lead resource. Also think about doing some temporary or freelance work 
that may result in (a) additional contacts; (b) new skills and experience; (c) additional income to tide 
you over while you’re unemployed; and (d) put you in a position to be available when a full-time job 
is available. 

4. Get the word out.

 

 Let everyone you can think of know that you are looking for employment. That 
includes friends, colleagues, neighbors, members of your professional association, former professors 
and classmates. It does not matter if they are located right in your hometown or living in Timbuktu, let 
them know. This network is an important piece of your job search plan. There is always someone out 
there who knows someone who knows someone else who might help you. 

 
 
 

http://paralegalmentor.blogspot.com/2009/03/seven-strategies-for-successful-job.html�
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5. Boost your network.

search tool. Just remember that everything you post is public in some way and that, once on the 
Internet, it does not go away. These sites are used by people who are hiring to screen potential job 
candidates. You will want your posts to say positive things about you. 

 Sign up for job search newsletters and e-mail blasts. Post on social networking 
sites such as Facebook, Twitter, LinkedIn and YouTube. Take the time to actively participate in 
Internet discussion boards and forums. Done the right way, social networking can be priceless job  

 
6. Do not wait for opportunity to knock on your door.

 

 This most likely will not happen. Instead, make 
your own opportunities by being persistent, assertive and proactive. As intimidating as it may be, 
make those cold calls to potential employers. This is important for two reasons: first, you need to beat 
your competition to the draw; and second, it demonstrates to the potential employers that you are 
serious. 

7. Keep track of your progress.

The 

 Maintain detailed records of the jobs you have applied for. This would 
include communications, interviews, referrals, and any follow-up actions you take. You are building a 
list of valuable contacts for current and future job searches. During this process, be sure to mind your 
‘P’s and Q’s’ by writing thank you notes and speaking positively about the people who have 
interviewed you. Remaining polite and positive is key. 

job of searching for a job

© 2009 Vicki Voisin, Inc. 

 is hard work. It may be the most difficult job you have ever had and it is 
essential that you maintain a positive attitude. If you take steps to stand head and shoulders above 
the rest of the job-hunting crowd by developing some effective strategies and defining what you 
want and need, you will be on your way to losing your current job-hunting job (hurray!!!) and landing 
that full-time position. 

Vicki Voisin, "The Paralegal Mentor", delivers simple strategies for paralegals and other professionals to create success and satisfaction 
by setting goals and determining the direction they will take their careers. Vicki spotlights resources, organizational tips, ethics issues, 
and other areas of continuing education to help paralegals and others reach their full potential. She publishes a bi-weekly ezine titled 
Strategies for Paralegals Seeking Excellence. More information is available at www.paralegalmentor.com 
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GAP - Town Hall Meeting Q & A  
 

GAP held a Town Hall Meeting on 2/10/09 that was moderated by King & Spalding’s Manager 
of Paralegals, Craig Hardesty.  Several questions were addressed which led to a productive discussion 
from the paralegals in attendance.  The highlights are outlines below:  

 

1. How do we, as paralegals, make ourselves valuable during a recession? 
 

• We cost less and can be more efficient than most first year attorneys. 

• We have a certain skill set that attorneys do not have. 

• We are organized and efficient - we know where the documents are! 

• If we do not know how to do something, we know how to go about obtaining that knowledge. 

• We are needed to handle document intensive cases. 

• We are proactive, efficient time managers and keep an eye on billable hours. 

• We have value and are key to cost effectiveness.  
 

2. If you were leading the Georgia Association of Paralegals, how would you motivate busy 
professionals to get involved with the organization? 

 

• Networking; 

• Connecting with resources; 

• Venting with understanding; 

• Morale and camaraderie; 

• Misery loves company; 

• Mentoring; and 

• Reaching out more to students and bring in the next level of paralegals to support association. 
 

3. How would you accomplish the above?? 
 

• Paralegal career workshop during Paralegal Week. 

• Specific training with retreat and have attorneys attend so they can see what GAP is. 

• Mentor program - make this active and hold paralegals accountable. 
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• Activities to sharpen skills. 

• Provide pro bono opportunities. 

• Discuss emerging markets for paralegals. 

• CLE for PACE. 

• Help students transition into the profession and help them get a foot in the door. 
 

4. What does GAP look like in 5 years if we implemented all of the above ides? 
 

• We reclaim the stature of the profession. 

• We have a more involved membership. 

• We are a more professional organization with more members and a more public presence. 

• The paralegal profession is held to a higher standard (with regulation or not). 

• Where will be greater definition of our role (substantive v. clerical work).  

   March 19, 2009 
 

GAPpy Hour!!  About 17 members attended. The gathering was well represented by 
board members: Kevin, Karen, Julia, Beth, and Gina. It was a great time to mix with other 
paralegals. We soon discovered that Beth Young, Glenda Moore, and Diane Fall were all 
Emory alumni.  

The event was held at the Fado Irish Pub in Buckhead. The pub was built using 
authentic Irish pub accoutrements brought over from Ireland. The pubs walls contained 
large drawers of vanished oak (similar to early American apothecaries). The stairway 
leading to the 2nd floor patio had a walnut stain reminiscent of the stains made from 
walnut shells made popular with European furniture during the 14 century.  

Our waiter Joe was gracious enough to educate those of us new to European beers 
with his discourse on the origins of various brews, how they are stored, and the preparations 
for proper serving. The pleasant pub atmosphere gave GAP members time to relax, enjoy, 
fellowship, and catch up on the latest news and events with each other and fellow board 
members. 
 

GAPpy Hour!! 
Fado Irish Pub in Buckhead 
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