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Definition of Associate Atty ’

* Family Law Experience: Limited to none
» Lawyering Experience:
o Client Contact (phone calls, emails,
meetings): Limited to none
© Comfort In Courtroom Procedure and
Decorum: Limited to none
© General Hearing Procedure: Limited to
none
o Litigation/Case Management: Limited to
none

SLO Acumen ’

« Consult Process: Limited to no experience

- Selecting/Revising Fixed Fee Agreements:
Limited to no experience

« Accurate Quoting: Limited to no experience

* Proactive Management of Cases (Tasking
and Calendaring): Limited to no experience

« Client Management Skills (Managing
Expectations and Course of Direction in
Achieving Client Outcomes): Limited to no
experience

» Use and Management of Fixed Fee
Agreements: Limited to no experience
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Coaching Requirements ’

* Requires lots of coaching, mentoring and
support as many gaps appear in their
experience.

» Weekly coaching required

* Daily huddle required. This can be
accomplished by an MP executing a morning
huddle or random check ins during the day
with the Associate
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COMPETENCE POTENTIAL

Definition of Sr. Associate ’ SLO Acumen ’ Coaching Requirements ’

» Family Law Experience: Skilled based upon » Consult Process: Skilled based upon » Requires limited or focused coaching,
competency definition competency definition mentoring and support on family law issues
* Lawyering Experience: - Selecting/Revising Fixed Fee Agreements:  Every other week coaching required
o Client Contact (phone calls, emails, Skilled based upon competency definition © Focused on behavioral bottlenecks
meetings): Skilled based upon » Accurate Quoting: Skilled based upon preventing high levels of KPI performance
competency definition competency definition » Multiple weekly check ins
© Comfort In Courtroom Procedure and « Proactive Management of Cases (Tasking © This can be accomplished by an MP
Decorum: Skilled based upon competency  and Calendaring): Skilled based upon executing a morning huddle or random
definition competency definition check ins during the week with the SA
© General Hearing Procedure: Ability to - Client Management Skills (Managing
perform with limited coaching or skilled Expectations and Course of Direction in
based upon competency definition Achieving Client Outcomes): Skilled based
o Litigation/Case Management: Ability to upon competency definition
perform with limited coaching or skilled » Use and Management of Fixed Fee
based upon competency definition Agreements: Skilled based upon

competency definition
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ASSOCIATE - COMPETENCY MATRIXIN 1IST YEAR

Estimated Time Frame

General Focus

Competencies, Exposures & Expectations

# of Cases Handled

Case Types
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LAWYERS, LLC

ASSOCIATE1

0-4 mo

PL/Admin
Assist with client communication
Intro to case management

Master admin role & drafting tasks
Shadowing
Less complicated court coverage
Second chairs case files

0-10

One off, focused case issues
Child support; initial paternity

ASSOCIATE 2

4-9 mo

Client communications

Consults w/ supervision
Attending hearings/calls
Mentoring Associate 1

“Right hand” on hearings, calls,

negotiations

10-25

Handle uncontested cases
Shadowing contested cases

ASSOCIATE 3

9-12 mo

Handles cases [ limited supervision

General understanding of Family Law
& case mgmt process
Consults w/o supervision
Participate in trials and depos

25-35

Contested cases w/ limited
supervision



Month 1: PL Shadowing

Months 4-5: Handle Basic Cases

1. Learn Salesforce and e-filing process 2. Draft pleadings 3. . einelis [sesle eouli nselings 2 Fe e el 1 tiefien

Shadow workflow meetings 4. Learn local court scheduling TSETEES &, Colelieh GIEME Cells elnel MESTNgS e Siey)

processes 5. Attends all scheduled meetings updated on case progress 4. Second chair files from start to

finish 5. Seek shadowing opportunities in complex cases

6-Month Review  r——

1. Manage task list effectively 2. Weekly workflow meetings plus .
daily huddles/check-ins 3. Shadow mentor attorney in Months 6-10: Taklng the Lead

consultations, court hearings, client meetings 4. Drafts more

Month 2: Completing Tasks

: 1. Lead consultations with mentor attorney oversight. 2. Handle
complex pleadings 5. Consult college

simple cases (10-20 files) 3. Demonstrate exceptional client
communication skills. 4. Conduct weekly workflow meetings 5.

Month 3: Continued Shadowing

Proactively cochair complex matters

1. Shadow attorney in client meetings and court hearings 2. Months 10-12: Case and“ng
Demonstrate proactivity in files (Communicate with clients

directly, update FDSs as necessary) 1. Lead consultations independently 2. Handle all case types

independently (25-30 files) 3. Demonstrate strong client

communication skills. 4. Conduct weekly workflow meetings

‘ :o M P ET E N CY M AT R I X with mentor oversight. 5. Confirm shadowing completion

INIST YEAR
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POTENTIAL

Definition of Partner ) SLO Acumen ) Coaching Requirements )

» Family Law Experience: Skilled based upon » Consult Process: Skilled based upon  Requires little to no coaching, mentoring and
competency definition competency definition support on family law issues
» Lawyering Experience: - Selecting/Revising Fixed Fee Agreements: » Monthly coaching required. Focused on
o Client Contact (phone calls, emails, Skilled based upon competency definition behavioral bottlenecks preventing high levels
meetings): Master based upon » Accurate Quoting: Skilled based upon of KPI performance.
competency definition competency definition
© Comfort In Courtroom Procedure and * Proactive Management of Cases (Tasking
Decorum: Master based upon and Calendaring): Master based upon
competency definition competency definition

© General Hearing Procedure: Master based « Client Management Skills (Managing

upon competency definition Expectations and Course of Direction in s dershl
o Litigation/Case Management: Skilled Achieving Client Outcomes): Master based ‘ P )

based upon competency definition upon competency definition - Provides mentorship and support to team

* Use and Management of Fixed Fee with MP approval where they have master

Agreements: Master based upon level ability in a particular competency.

competency definition * Involvement & Participation in Firm

» Book of Business Exists: Skilled based upon

PARTNER

Initiatives/Rocks.

competency definition
* Manage to Master 121 Coaching Process:

Awareness of the process
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Managing Partner )

» Family Law Experience: Master based upon
competency definition
 Lawyering Experience:

o Client Contact (phone calls, emails,
meetings): Master based upon
competency definition

© Comfort In Courtroom Procedure and
Decorum: Master based upon
competency definition

© General Hearing Procedure: Master based
upon competency definition

o Litigation/Case Management: Master
based upon competency definition

MANAGING PARTNER
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Coaching Requirements )

* Requires coaching twice per month. Focused

SLO Acumen )

» Consult Process: Master based upon
competency definition on becoming the best coach possible to
- Selecting/Revising Fixed Fee Agreements: enable other to succeed beyond their natural
Master based upon competency definition abilities.
» Accurate Quoting: Master based upon
competency definition
* Proactive Management of Cases (Tasking
and Calendaring): Master based upon

competency definition

« Client Management Skills (Managing
Expectations and Course of Direction in

Leodershlp )

Achieving Client Outcomes): Master based ) -
A natural innate ability to come to the end of

upon competency definition

. yourself for others in order to help others
» Use and Management of Fixed Fee

become the best version of themselves.
Agreements: Master based upon

I * Provides direct 121 coaching and support to
competency definition

. . team
» Book of Business Exists: Master based upon

L * Involvement and participation in quarterly

competency definition . L.
planning and firm initiatives/rocks

* Enrolls in and proceeds through formal

leadership training and development




SENIOR PARTNER &
MANAGING PARTNER

DUTIES & EXPECTATIONS

Managing Partner

1. Lead attorney training (workflow, KPIs, Sterling systems).

2. Serve as liaison between legal and corporate teams.

3. Ensure rock follow-through and conduct L10s/attorney forums.

4. Provide consultations, shadowing for associates, and manage 10-15
non-litigation cases.

5. Handle legal team hiring, promotions, and terminations.

6. Conduct I:ls with attorneys; join daily management huddles and
leadership meetings.

7. Review NPS, handle dissatisfied clients, assist with fee arbitration, and
manage attorney departures.

8. Oversee refunds, conflict checks, fee modifications, and SF reports.
9. Address firmwide legal team issues and develop new processes.

10. Organize local team events and coordinate with PL/VLA managers.
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