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Law Office Management for Paralegalsis a comprehensive introduction to law office management, written
specifically for paralegal students taking a stand-al one office management course. Unique among textbooks
of itskind, it provides thorough coverage of all aspects of law office management and organization,
including ethics and "soft skills" such as communications and critical thinking--that are key to successful
office management, but neglected in other texts.Assignments are drawn from real-world law office
management situations, and supported by innovative visua aids and learning tools, such as PracticeMaster,
which gives invaluabl e students hands-on practice with timekeeping systems.

The thoroughly updated Second Edition includes new references, links, and details about changing office
technology. Sections on billing, conflict checking and timeslip systems have been expanded, and thereis
now a dedicated section about using PracticeM aster.

Features:

- Author Laurd A. Vietzen has an extensive background and outstanding reputation as a professor and
practitioner in the paralegal market.
- Clear, accessible presentation of basic law office management and organization.
- Comprehensive cover age of all the skills necessary to manage alaw office, including:
o Principles of management.
= Employment and compensation.
= Personnel structure of different types of law offices.
o Billing and accounting methods.
o Administrative systems and technology.
o Thetasks, responsibilities, and roles of lawyers and paralegals.
- Well-crafted, real-world assignments hone practical skills.
- Coverage of soft skillsand paralegal ethicsis unique among law office management texts.
- Interactive visual aids and innovative lear ning devices.
- Trial PracticeMaster softwar e gives students hands-on practice with timekeeping systems.

Therevised Second Edition includes:

- Thoroughly updated refer ences, links, and details about office technology.
- Expanded sections on systemsfor hilling, conflict checking, and timeslips.
- A new, dedicated section about PracticeMaster to complement the trial software.
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From reader reviews:
David Crockett:

Here thing why this specific Law Office Management for Paralegals, Second Edition (Aspen College) are
different and reputable to be yours. First of al studying abook is good nonetheless it depends in the content
from it which is the content is as yummy as food or not. Law Office Management for Paralegal's, Second
Edition (Aspen College) giving you information deeper and in different ways, you can find any publication
out there but there is no reserve that similar with Law Office Management for Paralegals, Second Edition
(Aspen College). It gives you thrill studying journey, its open up your own personal eyes about the thing
which happened in the world which is possibly can be happened around you. Y ou can easily bring
everywhere like in area, café, or even in your way home by train. If you are having difficultiesin bringing
the paper book maybe the form of Law Office Management for Paralegals, Second Edition (Aspen College)
in e-book can be your substitute.

Michele Stein:

Do you considered one of people who can't read pleasant if the sentence chained within the straightway, hold
on guys this particular aren't like that. This Law Office Management for Paralegals, Second Edition (Aspen
College) book is readable by you who hate those straight word style. Y ou will find the facts here are arrange
for enjoyable studying experience without leaving possibly decrease the knowledge that want to offer to you.
The writer connected with Law Office Management for Paralegals, Second Edition (Aspen College) content
conveys the idea easily to understand by alot of people. The printed and e-book are not different in the
content material but it just different such asit. So, do you nonethel ess thinking Law Office Management for
Paralegals, Second Edition (Aspen College) is not loveable to be your top listing reading book?

Marlys Wieland:

Playing with family in avery park, coming to see the ocean world or hanging out with friends is thing that
usually you may have done when you have spare time, after that why you don't try thing that really opposite
from that. Just one activity that make you not experience tired but still relaxing, trilling like on roller coaster
you are ride on and with addition of knowledge. Even you love Law Office Management for Paralegals,
Second Edition (Aspen College), you can enjoy both. It is excellent combination right, you still desireto
missit? What kind of hangout type isit? Oh come on its mind hangout men. What? Still don't obtain it, oh
come on its called reading friends.

Hermelinda Anthony:

Aswe know that book isvital thing to add our understanding for everything. By a publication we can know
everything we wish. A book isaset of written, printed, illustrated or maybe blank sheet. Every year has been
exactly added. This e-book Law Office Management for Paralegals, Second Edition (Aspen College) was
filled in relation to science. Spend your extratime to add your knowledge about your technology



competence. Some people has several feel when they reading a new book. If you know how big good thing
about a book, you can sense enjoy to read a publication. In the modern eralike currently, many ways to get
book you wanted.
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