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Marketing Your

Paralegals

Therese A. Cannon is the dean of
the John F. Kennedy University
School of Law in San Francisco.
She also serves as the educational
consultant to the American Bar As-
sociation Standing Committee on
Paralegals. She is the author of
“Ethics and Professional Responsi-
bility for Legal Assistants,” and “A
Concise Guide to Paralegal Ethics,”
both published by Aspen Law &
Business, and is co-author of
“Paralegals, Profitability, and the
Future” published by the ABA. She
has been teaching and lecturing on
legal ethics for more than 25 years.

Nancy B. Heller, RP, has been a
litigation paralegal since 1978, and
has been employed with the Co-
lumbus, Ohio-based law firm of
Vorys, Sater, Seymour and Pease
for the past 20 years. She has been
a frequent seminar lecturer on the
topic of ethics and is a co-author of
NFPA’s Model Code of Ethics.
Since 1999, she has served on the
Adjunct Faculty for the Capital Uni-
versity Law School Paralegal Pro-
gram where she teaches Ethics
and Law Office Practice and Civil
Litigation II: Trial Preparation and
Practice. She also is a co-author of
the Ethics Section for NFPA’s
PACE Exam Study Manual.

Stacey Hunt, CLA, CAS, is a
freelance paralegal in the San
Luis Obispo, Calif., area. She is
the co-author of "Hot Docs and
Smoking Guns: Managing Docu-
ment Production and Document
Organization" (Clark, Boardman,
Callaghan, 1994), and "The Suc-
cessful Paralegal Job Search
Guide" (West, 2000). Hunt is an
instructor for the Paralegal Stud-
ies Program at California Poly-
technic State University in San
Luis Obispo. She is the immedi-
ate past president of the Califor-
nia Alliance of Paralegal Asso-
ciations and recipient of the
NALA 2001 Affiliated Associa-
tions National Achievement
Award.

| have been working at a small
law firm as a paralegal for sev-
eral years now, and my attorney
wants to add my name and title
to the law firm letterhead. He
also wants to add me to the law
firm brochure, with a small para-
graph about my paralegal edu-
cation and background. Since |
am not an attorney, is he al-
lowed to do either or both of
these? If so, are there any rules
he is supposed to follow when
listing my title and information?

As many as 25% of good Heller: Congratulations! Your

employees who quit their

employing attorney obviously
recognizes your value to the

jobs cite a lack of appre- 'aw firm since he would like

ciation as their reason.

to publicize the fact the law
(Continued on page 2)
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firm employs a paralegal. As cited in the American
Bar Association Model Guidelines for the Utiliza-
tion of Legal Assistant Services (Guideline 5), a
lawyer may identify a paralegal by name and title
on law firm letterhead and on business cards iden-
tifying the law firm. This also encompasses the law
firm brochure. To take this one step further, it’s the
lawyer’s responsibility to take reasonable meas-
ures to make sure clients, courts and other law-
yers are aware a paralegal, whose services are
utilized by a lawyer, is not licensed to practice law.
This is cited in Guideline 4 of the ABA Model
Guidelines for the Utilization of Legal Assistant
Services.

Nonlawyer disclosure is an important ethical issue
for paralegals. A paralegal’s title should clearly in-
dicate the paralegal’s status and should be dis-
closed in all business and professional communi-
cations to avoid misunderstandings and miscon-
ceptions about the paralegal’s role and responsi-
bilities. A paralegal’s title must be included if the
paralegal’'s name appears on business cards, let-
terhead, brochures, directories and advertise-
ments.

Disclosure of a paralegal’'s status as a nonlawyer
extends to verbal and written communications.

Nonlawyer disclosure applies to all parties the firm
encounters in the course of the law firm’s repre-
sentation, including public agencies and records
custodians.

Remind your supervising attorney that your
nonlawyer title must be used after your name in
any written context that you indicate he intends to
employ. Many law firms include their paralegals on
law firm letterhead, building directories, law firm
brochures and Web sites. As long as there is a
clear indication the paralegal isn’t a member of the
firm or a licensed attorney by using a nonlawyer
title, that inclusion is perfectly acceptable and also
is very commendable.

Hunt: | echo the congratulations. In my 20 years
as a paralegal, only one firm has ever included me
on the letterhead, and what a thrill that was.

| would only add, to be on the safe side, check
your attorney state statutes and state bar rules to
make sure there are no limitations or special re-
quirements for your inclusion on the letterhead and
brochure. Also, if you have achieved any special
certifications that allow you to use a special desig-
nation, such as the National Association of Legal
Assistant’s Certified Legal Assistant or the Na-
tional Federation of Paralegal Association’s Regis-
tered Paralegal, don’'t be shy about asking your

A MOMENT WITH THE DIRECTOR
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Finally! In response to many requests by stu-
dents and graduates, | am proud to announce
that we received approval from the American
Bar Association to offer three of our legal spe-
cialty courses in the on-line format. The new
on-line courses include Introduction to Parale-
galism, Tort Law, and Probate Law. For many
working adults, this new format will allow much
more flexibility with access to class discussions,
chat sessions, and instructor resources and lec-
ture notes from anywhere, and at anytime. | am
very excited about expanding the access to
paralegal education for many of our current and

prospective students through this on-line educa-
tion component.

As always, please

feel free to contact
me with any ques-
tions or sugges-

tions concerning

our program.
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attorney to include them on the letterhead following
your name. You need to be given proper credit for all
of your accomplishments.

Cannon: Nancy and Stacey have given you excel-
lent and accurate advice. | would only add that you
need to be sure to use a title accurately reflecting
your work as a paralegal and that commonly is used
in the local legal community. “Paralegal” and “legal
assistant” are fine, and also are appropriate when
coupled with your area of practice expertise, such as
“litigation paralegal” or “probate legal assistant.”
“Law clerk” and “associate” are not acceptable be-
cause they commonly are used for law students and
lawyers.

You also might want to check state and local bar ad-
visory opinions to see if there are any titles that are
inadvisable in your area. The shades of meaning in
titles vary in different geographic regions, and not all
the state or local bar ethics opinions about titles
make sense. For example, one past opinion (issued
by the New York State Bar Association in 1997) ad-
vised against using the title “paralegal coordinator,”
among others. This title commonly is used by para-
legals who manage a work group of paralegals in
large firms. A title | would advise against is

“specialist,” such as “corporate specialist” or
“bankruptcy specialist” because it's not clear what
credentials a person might need to be called a spe-
cialist. The public easily might infer from the term
“specialist” that you are a lawyer.

Finally, remember if you work in the state of Califor-
nia, you must meet the statutory eligibility require-
ments and must work for a lawyer to call yourself a
“paralegal,” “legal assistant” or any equivalent title.
(See California Business and Professions Section
6450, et seq.) Other states, such as Maine, also
have definitions limiting the use of the title paralegal”
and similar titles to those working under lawyer su-
pervision. Be sure to check on any requirements
your state might have.

As seen in the July/August 2005 issue of Legal Assistant Today.
Copyright 2005 James Publishing, Inc. Reprinted courtesy of
LEGAL ASSISTANT TODAY magazine. For subscription infor-
mation call (800) 394-2626, or visit
www.legalassistanttoday.com.

//é Paralegal Profile:

Victoria Relf

Victoria Relf is a graduate of Sidney Lanier High
School, has an Associate of Science Degree in Legal
Studies, and is currently completing a Bachelor’s De-
gree in Business Administration. She is employed as a
paralegal for William Rives Blanchard, Jr., at Blanchard
Law Offices. Part of her duties include working closely
with clients, preparing court documents and research.
An important responsibility for her is keeping up-to-date
on new technology, and new practices and procedures
implemented by the judicial system.

She is a member of the National Association of Legal
Professionals Montgomery chapter (MALS), serving as
co-chairman of the Legal Directory Committee and as a
member of the Membership Committee. She is serving
her second term as a member of Faulkner’s Legal Stud-
ies Advisory Committee, and serves as a Policy Coun-
sel Member for the Montgomery Community Action Pro-
gram, reviewing and approving federal and local poli-

cies for the Head Start Program in the local Tri-County
area. She also enjoys working with her Church family,
and serves as Youth Counselor and Sunday school
teacher at Newtown Church of Christ. She is also a
member of Newtown’s Evangelism and Visitation Com-
mittee, a group that visits and helps individuals that are
sick, bereaved, and/or seeking salvation.

In her spare time, she loves to read. She especially
enjoys history books, both secular and religious. She
also enjoys singing, and says “Whenever | have a
chance, | lift my voice and sing!” She is married to
Twaski James Relf, Sr., who is a Corrections Officer at
Elmore Correctional Facility and student at Faulkner
University, and they have three beautiful children:
Twaski Jr. (7), Romeo (5), and Heaven (2). She hopes
to finish law school and work for the State of Alabama.
She attributes everything about her life to her Lord and
Savior, Jesus Christ.
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THE PARALEGAL PULSE

Fall 2005 Schedule:

Introduction to Paralegalism:
8/23/05 -10/13/05 T/Th 8:00 -10:00 p.m. and
8/24/05 - 12/15/05 10:40 -12:00 M/W

Civil Procedure: 8/23/05 - 10/13/05 T/Th

5:40/ 7:50 p.m.

Probate: 10/18/05 - 12/13/05 T/Th 5:40 -
7:50 p.m.

Introduction to Legal Research:
10/18/05 - 12/13/05 T/Th 8:00 - 10:00 p.m.

Tort Law: On -Line

ABA Model Guidelines for the
Utilization of
Paralegal Services

GUIDELINE 5: A lawyer may identify
legal assistants by name and title on the
| awyer s |l etterheac

cards identifying t

Watch for additional guidelines in
upcoming newsletters.

Model Guidelines for the Utilization of Paralegal Servjc@2004 by the American Bal
Association. Reprinted by Permission.
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