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Introduction:

This training program provides participants with the essential knowledge and practical skills required to excel in a
legal support role. It empowers them to efficiently support legal professionals and contribute to the smooth
operation of a legal office.

Program Objectives:

At the end of this program, participants will be able to:
¢ Understand the roles and responsibilities of a legal secretary.
¢ Develop skills in legal document preparation and management.
¢ Learn effective communication techniques within a legal setting.
¢ Gain proficiency in legal research and case management.

e Enhance organizational and administrative abilities specific to a legal environment.

Targeted Audience:
e Aspiring Legal Secretaries.
* |egal Assistants.
¢ Administrative Professionals in Legal Firms.
¢ Office Managers.

¢ Paralegals looking to expand their skill set.

Program Ouitline:

Unit 1:

Fundamentals of Legal Support
e QOverview of the legal secretary role and responsibilities.
¢ Understanding the legal office environment.

¢ Key legal terminology and concepts.
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e Introduction to various types of law practices.

* Case studies on effective legal support.

Unit 2:
Legal Document Preparation and Management
e Techniques for drafting and formatting legal documents.
e Managing legal correspondence and filings.
e Document review and editing skills.
¢ Utilizing legal document management systems.

¢ Practical exercises on preparing legal documents.

Unit 3:
Communication Skills in a Legal Setting:
e Effective verbal and written communication techniques.
¢ Handling client interactions professionally.
e Communicating with legal professionals and court personnel.

e Managing phone calls and emails in a legal context.

Unit 4:
Legal Research and Case Management:
e Introduction to legal research methods and tools.

e Techniques for organizing and managing case files.

¢ Conducting background checks and gathering case information.

e Utilizing legal databases and online resources.

Unit 5:
Office Management and Organizational Skills:

* Best practices for office administration in a legal setting.
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Time management and prioritization techniques.

¢ Organizing meetings, appointments, and court dates.

Handling confidential information securely.

Case studies on effective office management.
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