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&lt;p> Drawing on her extensive
background as a professor and practitioner,
author &lt;b> Laurel A. Vietzen&lt;/b>
clearly presents basic law office
management and  organization.
Well-crafted assignments throughout the
text help students hone  practical skills
essential in the law office environment.
&lt;/p> &lt;p> &lt;b>Supported by visual
aids and innovative learning devices, Law
Office  Management for Paralegals offers
complete coverage of law office
management  and organization topics,
including:&lt;/b> &lt;/p> &lt;ul> &lt;li>
The basic &lt;b>principles of
management&lt;/b> &lt;/li> &lt;li>
Paralegal &lt;b>employment and
compensation&lt;/b> &lt;/li> &lt;li> The
&lt;b>personnel structure &lt;/b>of
different types of law offices &lt;/li>
&lt;li> The &lt;b>tasks, responsibilities,
and roles&lt;/b> of lawyers and paralegals
&lt;/li> &lt;li> &lt;b>Basic billing and
accounting methods &lt;/b>used in law
firms &lt;/li> &lt;li> &lt;b>Administrative
systems&lt;/b>, such as client relations
systems, conflict  management, personnel,
docket/calendaring systems, and risk
management &lt;/li> &lt;li> The role of
&lt;b>technology in the law office&lt;/b>
&lt;/li> &lt;li> &lt;b>Professional
responsibility &lt;/b>and legal ethics
&lt;/li> &lt;/ul> &lt;p> &lt;b>Author
Laurel A. Vietzen integrates assignments
throughout the text that  help students
understand and practice essential law office
skills:&lt;/b> &lt;/p> &lt;ul> &lt;li>
&lt;b>Critical thinking &lt;/b> &lt;/li>
&lt;li> &lt;b>Organization of law firms,
files, and workflow &lt;/b> &lt;/li> &lt;li>
&lt;b>General communication&lt;/b> and
specific types of communication &lt;/li>
&lt;li> &lt;b>Computer proficiency&lt;/b>
using both general office and law-office
specific  applications &lt;/li> &lt;li>
&lt;b>Recognition of ethical issues&lt;/b>
&lt;/li> &lt;/ul> &lt;p> &lt;/p> &lt;p>
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&lt;/p> &lt;p> &lt;/p> &lt;p> &lt;/p>
&lt;p> &lt;/p>
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none MONEY AND MANAGEMENT Law Practice on Facebook!  from secretary for three litigators in an insurance
defense practice to senior paralegal in the IP Aspen Publishers - Law Office Management for Paralegals 3E  Buy
Blackboard Bundle: Law Office Management for Paralegals on  ? FREE SHIPPING on qualified orders. McGraw-Hill
Paralegal - McGraw Hill Higher Education Buy Law Office Management for Paralegals by Laurel A. Vietzen
(2009-07-27) on  ? FREE SHIPPING on qualified orders. Law Office Management - Wolters Kluwer Legal
Education In many large law firms, other non-attorney pro- fessionals play a major role. These include paralegal
managers, law office managers, and legal adminis- trators. McGraw-Hills Law Office Management for Paralegals -
Kindle  About the Book. Law Office Management for Paralegals 3E. Front Cover - Law Office Management for
Paralegals 3E. Third Edition. Laurel Vietzen. Professor of McGraw-Hills Law Office Management For Paralegals
1st Edition  McGraw-Hill Education and Curriculum Technology. Law Practice Management Tips  Tennessee Bar
Association McGraw-Hills Law Office Management for Paralegals is an applied, practical text written specifically for
paralegal courses that cover day-to-day law office Law Office Management - Paralegal Consultants This is a
comprehensive introduction to law office management, written specifically for paralegal students taking a stand-alone
office management course. LAW OFFICE MANAGEMENT AND PROCEDURES - Delmar Law Office
Management Certificate. This unique program trains those interested in the varied aspects of a law office and/or business
environment. This is a Law Office Management - Wolters Kluwer Legal Education Law Practice Management Tips 
Billing for paralegal time is another opportunity the firm has to increase its revenue while reducing the cost of services 
Basic Law Office Management for Paralegals - Jeffrey A. Helewitz  Carefully combining the legal and ethical
concepts affecting law office management with day-to-day activities and procedures, this comprehensive yet affordable 
Basic Law Office Management for Paralegals: Jeffrey A. Helewitz  Purchase your law office management course
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materials directly from us for discounts and bundle options, free shipping, and tips for a successful semester.    As an
Officer, Paralegal and Law Office Management, you will assist counsel in a wide variety of administrative and law
clerk/paralegal duties, mcgraw-hills law office management for paralegals, 1st  - Chegg Its good news-bad news
time. The good news is that the law firm you work for has a whole roomful of new clients, and business couldnt be
better. The bad news Law Office Management for Paralegals by Laurel A. Vietzen (2009  This is a comprehensive
introduction to law office management, written specifically for paralegal students taking a stand-alone office
management course. Four Office Management Tips for Paralegals     LAW OFFICE MANAGEMENT FOR
PARALEGALS: UNDERSTANDING YOUR ROLE WITHIN A LAW FIRM Presented by: Peggy Gruenke Law
Office Management for Paralegals, Second Edition (Aspen  Editorial Reviews. About the Author. McGraw-Hill
authors represent the leading experts in their fields and are dedicated to improving the lives, careers, and Law Office
Management for Paralegals Instructors Manual  - Buy McGraw-Hills Law Office Management for Paralegals book
online at best prices in India on Amazon.in. Read McGraw-Hills Law Office McGraw-Hills Law Office Management
for Paralegals  -  Management of a law firm refers to its proper running and organization.  Law Office Management for
Paralegals, Third Edition by Laurel A. Vietzen. NEWS: Blackboard Bundle: Law Office Management for
Paralegals: Vietzen  Click the cover to return to the Paralegal menu. Law Office Management for Paralegals &nbsp
McGraw-Hills Law Office Management for Paralegalsis an 9781454859383: Law Office Management for Paralegals
(Aspen   Buy McGraw-Hills Law Office Management for Paralegals Book  Law Office Management for Paralegals
is a comprehensive introduction to law office management, written specifically for paralegal students taking a Law
Office Management Certificate - Legal Studies Institute Access McGraw-Hills Law Office Management for
Paralegals 1st Edition solutions now. Our solutions are written by Chegg experts so you can be assured of the Paralegal
& Law Office Management Officer - BC Legal  Law Office Management (second edition) (Lq-Paralegal) [Jonathon
Lynton, Terri Lyndall, Donna Masinter] on . *FREE* shipping on qualifying offers McGraw-Hills Law Office
Management for Paralegals McGraw-Hills Law Office Management for Paralegals is an applied, practical text written
specifically for paralegal courses that cover day-to-day law office Law office management for paralegals - SlideShare
 Law Office Management (second edition) (Lq-Paralegal): Jonathon   
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