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The Indiana College-Level Manpower Study is being conducted by the Indiana
+ Comaission for Higher-Education to provide manpower information of valiuc to -

. -’

plunni)g»ut the postsecondary level. Factors involving both n manpower supplv’™

and demdnd are being investigated, and educational aid occupational areas in
' - [+
which major supuly/demund imbalances exist will be dctonminvd. -

This report deals’ w1th & survey assessing the demand for legal assistants

. in Indiugu. It was «determined fhdt such a study would be of value atter . .
. ~N s
o discussing the tOplLkhltﬂ a numbCI ot 1ndLV1dUd1> knowloduodblo in the area
N ‘ !
. +
. and atter conducting o review of related'11teruturoi\--/-
. : [l . ' . L
we would like to thank the Indiana Bar Association fér its help at viarious
. ) )

points in the conducting of the study. Thanks are dls[‘buod to the many ropro-

sentatives of the Indiany law flrms who took the time and eLAort to complete

° . " .

. the studv's questionnaire. . _ ' ‘
-~ - : § :
the -Indiana College—Lovel Manpower Study is bo{ng conducted at the -

N . . . ~ . . 1 v
Commission through a grant from the Lilly Lndowment. The Commlsslon wishes

Lo

o

5

3

-

! -

to ex pxe\s its dppleuldtlon to SPC L111v Endowment for’ thys support. The .
views expressed fn this rcgy%t arc those of the puthOQ§ and not of the

~ Endowment. ' ' : - ' >
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Hwo-tiirds of tne law Pies participating in this study indicated that thev
coribd consrder hiring a lesal sesistant if such g person were available, or
ceord undvoided concerninge this magter, . -

. R N
{ & 4 .

e v an e e L (L S - ; .
ot the S0 i which had already cnploved o legal assistant, nearly two-thirds

'

had tound the utilication of lecal assistants to be a "highly beneficial™

Nt e, .

j L

»

BT he toms vaploying legal assistants, small-sized firms as well as large

coohgd recounized benetits from the enployment of legal assistants.
' A}

.

»

“Recandiing prefoerences concerning collese degrees for legal assistants, 54 per-
[ v,

A
coent viewed a bachelor's degree in legal assisting as being "highly destrable,"

o

By operdent viewed anoassociate degree in legal assisting as "highly desirable,"

and 32 percent offered this rating for a post-baccalaureate Jdegree in legal

Assisting, . (’7

#fwo-thirds of the respondents agreed with a statement to the effect that

e,

: . ]
etffective use of legal assistants reduces the.cost of legal services."

-

#lhe level of demand Por legal assistants in Indiana indicates the capacity

tor additiopal legal assisting desree progroms in the state.
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INTRODUCTION

lhe tmportance of the auerging occupation of legal assistant is being .
widely discussed by the Icgul profession and within colleges and wniversities.
this study was undertaken bcgdu»c of the lack o information coné¢erning the
]
noeed for legal assistants and the apparent lack of postsecondary programs to
ki ! ’ ,
neet a potentially large demand from studcms and omployers in Indiana. - )
The American Bar Association's Special Committee on Iegll Assistants hds
otterad the tollowing Jdetinition: . . ‘ -
- ' ]
Under the \quIVI sion and direction ofi.the 1 awver, the legal
. assistant should be -able. to apply knowledge of law and legal
procedures in rendering direct assistance to lawyers en&agcd
1 leval 1esc1run;,d0s10n, dvvelop or plan modificitions of
new procedurds, tLthnquC\; services, processes or applications;
prepare or interpret legal documents and write detailed .
o procedures for practicing in certain fields of law; select, .
(/ compile, and use technical information from such references
L as digests, encyclopedias, or practice manuals; and analyze
N aiwd tollow procedural problems that involve independent
N/ decisions. 1 “ y
Ihis Jdetinition is task-oriented, describing the legal assistunt by citing
what He or she does.  There is Tittle evidence that legal assistants currently
or in the future should perform those tasks contained within the definition. o
The Tewal assistant Is geneially acknowledged to perform tasks related to
the practice of law which lie somewhere on a continuum of responsibility and
trairing between those of the legal SEcrotary and the lawver. Ihe tasks
@crformcd by the lvgal 158 istant depend primarily upon the education and
A '
¢ . . . e
training ot the person, the preferences and attitudes of the employer, and the
. »
nature of the business. The occupation is, therefore, dittficult to define in
terms of the tasks performed.
. Because recognitjon of the occupation of - legal assistant is quite new,
; _ ) |
emploviment needs.in the area aresinot ecasily assessed.  Some lawyvers claim that
Al L 4
. L
) 1. ABA Special Committee on Legal Assistants, The Training and Use of Legal Y
Assistants: A Status Report, p. 17. - °
'\— P
| Q . R A
ERIC : N :
.




the duties of a legal assistant Jdo not extend ‘bevond those of a well-trained
a - legal secretary while others contend that effective use of legal assistants
will reliceve the luwyer of numerous routine tiasks beyond legal secretarial

duties and, in deing so, will reduce the costs of legal services. Many ,law

v -

firms are waiting to see the direction the occupation will take betore making

decisions concerning the hiring of legal assistants, and few studies assessing
the need- tor personncl.in the occupat ion have been conducted.

Even if an dverall mumber of legal assistants who could be employed were
known, it would still be difficult to relate this number to education and
training progrmns.‘ Some lawyers prefer to train their own legal ugsistunts,
frequently by upgru&ing'thc skills of a legal secrctary. ‘Othcrs might pryfer
graduutc§ ot college programs in “egal assistiﬁg at the associate, buccalaﬁfeate,
or post-baccalaureate levels, depending upon the naturc of the tasks to be ‘
performed.  Becuuse of this variety of anployers'’ preterences, an overall
mmber representing demand for legal assistants must st'ill be related to
levels ot education to be meaningful in cducational planning. B

Nationwide, many educational programs in legal -assisting have been
implemented in recent years. In Octcber, 1975, the American Bar Association
- listed more than 150 institutions offering legal assistant education programs,
most of them located in junior or commmity colleges. The State of Indiana
Ghus two degree programs in legal assisting, each of which began in the fall of

4

the 1975-76 academic year and neither of which has produced graduates as vet.

v

Indiana Uentral University offers an associate degree in legal assisting and

£t - . - . . s
the Uni¥ersity of Fvansville offers an associate degree in legal assisting and
; A o8
a bachelor's degree in legal administration. -

.
.

® kK R R
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~ METHODOLOGY

.

Representatives of t%c Indiana Bdr Association and law school adminis-
tritors were consulted and thoy‘expréssod support and aided in.the conduct of
this study. Hven those who indicated doubt that theré was a real demand for
araduates of degree programs in legal assisting stated that a study of such
demand could serve to limit the possible proliferation of programs in legal:
assistinge i ‘ ’ °

While conducting a review of the limited literature related to the demand

tor and training of legal assistants, it became apparent that a number of

&

concerns in addition to the demand for legal assistants should be studied.
b

Ameng, those Were the degree to which fims curreatly employing legal assistants

. tound this practice heneficial, the salary u beginning legal assistant might

expect to recerve, the most important job activities of a legal assistant, ond
ca . - \- » -
the most important characteristics contributing to the employability of a

legal assistant. A questionnaire (sce Appendix A) was developed for distribution

-

to Indiana's law {imms. ¢
. 1
The Indiana Bar Association provided a listing of Indiapa law firms.
There were approximately 900 such firms, and a copy of the questiomnaire was

-~

sent to ocach firm.




“fv.:_—————————i———————______T__________________________f_____f__3.1

u | FINDINGS - -

A total of 511 responses to the mailings delivered to 887 firms were
returned, representing a response rate of 58.7 percent.  Seven of the res-

- . - - { ’ . -
pondents' questionnaires were inadequately or incorrectly completed, leaving a
total of 504 usable returns. Table 1 depicts the usable reSPonses to the - .

* e

questionnaire, considered by the size/of the responding law firm,

TABLE “1: SURVEY RESPONDENTS; BY SIZE OF LAW FIRM

Numbertof - Number of. ' Percent of
Lawyers Firhs,Responding Firms Responding
1-2. "+ 207 ' C 41,17

3-5 u 214 - 42.5

6 or more S 80 15.8
Unidentifiable 3. 0.6

Total : 504 5 ) 100.0

Table 1 represents the-size groupings of the- law firms responding to the

questionnaire, Moét‘law‘fir&s in the state appear to be of small or moderate
isi:c with apbroximategy_fqrty pcrcenf of the resﬁon§c$ from  firms of one or
two lawyers, und‘about forty perﬁent more from firms of three to flve lawyers. -
(The returns also 1nd1Lated that among the eighty firms 1nc1ud1ng S1X or more

lawyers, fewer than twenty percent had more than ten lawyers.)

" e -
v

* % k% &

&

There was no available information concerning the degree to which Indiana
. T‘ »
law firms are currently employing legal assistants. In order to avoid confu%ion,
7

this questlon was 1nve5t1gdted»by asking the rebpondents how. mdpy a) full-time

lenal 5euretar1éb b) full- tlme legdl d551stants dnd c) full-tlme personnel

. s L Y
iwho combined the duties of these two occupaﬁions, were represented in their

=

firm. The respondes to this question are‘reported in Table 2.
t ’ . &

o ) v 13 o .




TABLE 2: NUMBERS OF FULL-TIME LEGAL SECRETARIES AND LEGAL ASSISTANTS EMPLOYED,

BY SIZE OF FIRM . .
Size of Firm
6 or more
1-2 lawyers 3-5 lawyers - lawyers All Firms
» n A n 4 n_ % ! n %
Legal secretaries ’ _ :
0 . 14 6.8% 8 3.7% 1 1.2% 23 4.6%
1 ‘ 102 49.3 26  12.1 0 0.0 128 25.4
2-3 87 42.0 131 61.2 11 13.4 220 45.5
4=6 4 1.9 48  22.4 39 47.6 91 18.1
Over, 7 0 0.0 1 0.5 31 137.8 32 6.4
Total 207 100.0 214 . 100.0 82 100.0 503 100.0
,Legal assistants - C
0 197 95,2 ° 190 88.8 53 64.6 * 440 87.5
1 B 3.9 23 10.7 17 20.7 48 9.5
2 1 0.5 - 1 0.5 6 7.3 87 1.6
More than 2 1 0.5 0 0.0 6. 7.3 7 1.4
Total 207 100.0 214 100.0 82 100.0 503 100.0
Combination of
sec'y & leg.ass't ' ‘ ' ) X
0 ' 1 189 91.3, 173  83.2 65 79.2 \ 432 85.9
1 13 6.3 18 - 8M4 9 11.0 40 8.0
2 4 1.9 11 5.1 3 3.7 18 3.6
More than 2 1 0.5 7 3.3 5 6.1 13 2.6
0 214 . 100.0 82 100.0 503+100.0

Total 207 100,

Table 2 represents the numbers of legal secretaries; legal éssistants,'and
pcfsons working in the combined duties of these two occupations, employed by the
respondents' law firms. As might be expected, 95 percent of the firms ;épbrted
that they employed at least one person who functioned as a full-time legﬁi
secretary. waover, only a little over-twolve percent of the firms FmploYed
full-time legal assistants, while.an additional fourteen percent reported that
they employed at least one pe}son who combined the duties of the two Occupatiqns.
- The larger the law office, the greater was the tendency to hire legal assistaﬁfs,
s0 that among firms of 1-2 lawyers only five percent had a legal agsistant,
while over one third ot the firmms with six or more iawyers reported employing

a full-time legal assistant. S

% %k k2 % %




Thearespondents were asked whether they agreed or disagreed with a number
of statements related to the cmployment of legal assistants. The responses to
these questions are presented in Tables 3-6,by whether or not the responding

Firm currently employs a legal assistant.

.‘\w/
PABLE 30 VIEWS TOWARD THE STATEMENT W SECRETARY CAN DO ABOUT
; ANYTHING A LEGAL ASSTSTANT CAX DO." -
‘ Strongly ‘ A Stréngly
Agree Agree Disagree Disagree
I'vpe of Firm n_ 7 n 7 n_ 7% n_
Firms employing legal . . .
assistant 9 14.5% 19 30.6% 27 43.5% 7 11.3%
Firms not employing » "
~ legal assistant 76. 17.6 158 36.5 181 41.8 18 4.2
Total 85 17.2 177 35.8  208,_42.0 25 5.1

In general, about halt of the firms were in agreemcnt with a statement

~

to thL etfect that a good legal secretary can do about anything a legal

a5l tant can do. Such a responsc indicates widespread doubt on the part of
many lawxcrb about the increased value of legal assistants over that of well -
trained legal secretaries.

[t is noteworthy that therc appeared to be a tendency for more firms

cmploying‘lcgul assistants to disagree with a statement to such an effect than ' .

among those not employing them but this difference was not statistically
cgnificant.

kX %k

[
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TABLE 4: VIEWS TOWARD THE STATEMENT "'HIRING OF LEGAL ASSISTANTS WILL RESULT
IN FEWER EMPLOYMENT OPPORTUNITIES FOR NEW LAW SCHOOL GRADUATES,"

) ] -
Strongly . Strongly
Agree Agree Disagree Disagree ,
Type of Firm n 7 I n 7 n o %
- Firms employing legal * .

assistant 4 6.3% 23 36.5% 30 47.6% 6 9.5% -
rirms not employing : . ’

legal assistant 48 11.3 213 50.0 147 34.5 18 4.2
rotal 52 10.6 236 48.3 177 36.2 24 4.9

Nearly sixty percent of the respondents felt that hiring of legal assistants
; . "

will result in fewer,employment opportuhities for new law school gradugEes.
fhe data of Table 4 indicate thaf law firms employing legal éssistants have
sicnificantly less of a tendency to agree with such a statement, but even
anong thwse.firms{ 43 percent of the respondents did agree that job openings
for new lawvers would be reducced.  The growth of this new occupation cOuld
surve to increase the already serious problems faced by young lawyers as they
seeh-their first jobs in priyate law firms. Clearly, most respondents felt

that there was some overlap in the duties performed by legal assistants and

new Luw degree recipients and that this overlap could result in fewer openings
for bvainning legal practitioners. ' -

EE T S




TABLE 50 VIEWS TOWARD THE STATEMINT ”MANY \IORL LAW FIRMS WILL BE USING LEGAL

 ASSISTANTS IN THE NEXT FIW YEARS.'

Cs

Strongly . Strongly
Agree - Agree Disagree Disagree
Type  of Firm n Z n “ n % n 4
Firms employing legal
assistant 20 32.3% 39 62.9% 3 4.82 0 0.0%
Firms not employing :
legal assistant 61 14.7 269 65.0 78 18.8 6 1.4
Total _ 81_17.0 308 64.7 81 17.0 6 1.3

There is little doubt that the respondents viewédvthc occupation of legal
aﬁsistunt us.u"rapidly growing one.- Seventeen percent were in strong agreement
with a staécmcnt to the cffoct that many more law firms will soon be employing
legdl assistants, and an additi&?al 65 percent expressed agreement with such a
statement. It should also be ngigd that those firms currentiy cmploying legal
ussigtunté felt even more strongly than those not employing them that this is
a rapidly growing occupation. .

|  k k k & : . ‘ .

“TABLE 6: VIEWS TOWARD THE STATEMENT ""EFFECTIVE USE OF LEGAL ASSISTANTS

REDUCES THE COST ‘OF LEGAI, SERVICES."

. Strongly ‘ ‘ Strongl)}"
: Agree Agree Agree Disagree
Type of Firm n 4 n A n % n %.
Firms employing legal ‘ ‘ ‘ -
assistants 220 35.57 35 56.57 4 6.5% 1 1.6%
Firms not emploving . ’ ’
leval assistants 44 10.9 206 51.6 128 31.8 23 5.7
Fotal - 66 14.2 243 52.3 132 28.4 24 5.2

17
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)

Thé data of Table\o clearly inditate that\a majority of the law firms

agreed with the beliet that effective uge of llgal assistants can reduce the

|
|
v |
|

cost of legal services. This belief was more frequently and more strongly
: held by the respondents from firms which already employed legal assistants, as ‘
over one third of these respondents expressed strong agreement with such a

&ratmnent, and only eight percent indicated disagreement. It would appear

-

that legal assistants can be a means of reducing the cost of legal services.

c ‘ * k ok k& _ @

o

I 4

-

The respondents from firms which do not currently employ a full-time
“legal -assistant were asked whether they would consider hiriﬁg a legal assistant

if an appropriately trained person were available. The responses to this

question are presented in Table 7.
1)

.

TABLE 7: FIRMS WHICH WOULD CONSIDER HIRING LEGAL ASSISTANT, BY SIZE OF FIRM

Size of Firm .
: 1-2 lawyers 3-5 lawyers 6+ lawyers ;6tal ;
Response n 4 n % n % . n %
Would consider 68 35.27 69 37.17 29 S4.7% 166 38.4%
Undecided - 54 28.0 57 30.6 11 20.8 122 28.2
Would ﬁog consider% 71 36.8 60 32.3 13 24.5 144 33;3‘

*Those responding that they would not-consider employing a legal assiftant
were informed that they had completed the questionnaire. Subsequent tables,
with the exception of Table 13, will not include these 144 respondents.

Approximately forty percent of the réspondents indicated that they would *
)

consider hifing a legal assistant if an adequately trained person were avail-
able, while an additional 28 percent were undecided in this regard. One third

of the respondents were definitely not interested and would not consider

Ta
»

7

1.{3 | ' | . Ve
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(.

hiring uulegal assistant. It should also be noted{that there _was a more
.pusitivc tendency toward considering the hiring of a‘leéal assistant among
larger firms than among the smaller. . ‘

Since these responses represent the companies which do not currently

& employ legal .assistants it is apparent that there is a considerable interest *

among Indiana law firms in the occupatioq\sy‘legal assisfant, but that mény
remain undecided us‘fo whether their firh would profit from employing such a
person. | |

Y . - . .
. : £k %k %

I3
I~

\ 'Tho respondents from firms which Curréntly employ legal assis£anfs were
@5ked the degree to thch they felt the utilization of these people had been
of)advantuge to the company The responses to this questggg are‘reportgﬁ in

. Table 8. BCLJUSC so few law firms in Indiana currently emplov legal asklstants,

the number.of respondents to this quest{§> was necessarily low.

S , ' LL
" TABLE 8: BENEFIT OF UTILIZING LEGAL ASSISTANTS, BY SIZE OF FIRM © B
n Size of Firm
S

, _ 1-2 laWyeZé 3-5 lawyers 6+ lawyers Total

Benefit n X n % n % n %
'Highly beneficial 7 77.8% , , 'fl)ls 68.2% 16 59".12 38 64.4%

Beneficial 2 22.2 7 31.8 11 39.3 20 33.9
Not beneficial 0 0.0 0 o,;o 17 3.6 TERE

s

It isrgpparcnf from the data of Table 8§ that nearly all of the firms
employing" jal dssistants have found their services to be beneficial to
the firm, wi hygcarly two-thirds finding these services to be ”h?é%ly

*y




S
beneficial." 1t is of particular interest that the size of the firm did not |
{ .

) aff?ct Ehe_fbsponses from the different size groupings to a statistically”
significant level but it appeared that, if there was a difference, legal 3
assistants were viewed as being most benctficial by respondgnts from small—
sized firmsi This contradicts the view of many practi%ioners that;this
occupation is.dnly of major,importance to large-sized firms. N

a
k% & % %

. . - )
' a .
In considering manpower demand for an occupation it is important to know

.
¥

not only the number of people who might be employed in the occupation, but

also the fypes of ¢ducation‘dnd training considered most desirable b§‘potentiall

emplovers: For this reason the respondenié-wéfé asked to rank the desirability .

of a number of education and training backgrounds for people seeking employmént
. :

with their firm ag legal assistants. The responses to this question are pre-

sented in Table 9. |

H ) ’ I3

TABLE 9: PREFERRED EDUCATION AND TRAINING BACKGROUNDS "FOR LEGAL ASSISTANTS

; - .Highly : Would consider; Would not
~ Education/Training " desirable Desirable not dgsirable be hired
Program > . n % n 7 . - n 7. n %
High schocl rgraduate 28  8.5% 44 13.47% 93  28.4% 163 49.7%
Legal secretary . 52 15.7 130 _39?2 114 34.3 36 l$<8
Assoc. degree (not 26 8.0 108 33.3 140.  43.2 50 1;&4 .
S%egal assisting) '
AsBoc. degree in 142 42.6 148 44.4 35 10.5 8 2.4
. legat>assisting ’ .
Bach. degree (not 32 9.8 134 41.0 116  35.5 45 13.8
. legal assisting) o
Bach. degree in 178 °53.9 81 24.5 49  14.8 22 6.7
- legal assisting : :
Post-bach. degree in 136 41.6 105 32.1 ~ 55 16.8 31 9.5
legal assisgtding ' '

-




‘The respondents dcfini;ely were most recoptive to graduates of programs,
vither at the associate, bachelor's or po<t baccalaureate leve} d}rectly
related to the training ot individaals as "legal assistants. R&xher than hire
sraduates of generalist degree programs who might. require moreﬁon-thc—job

training, law firms expressed a preference for hiring the recipients “of degrees

1
~

. e s @
In legal assisting programs,

The level of degree pICleICd bv the respondents varied widély, with a ' \
. N bl
majority indicating a bachelor's in lchl 1ss5isting to be highly desirable,

-

+ - 45 parcent viewing the associate degree, and 42 percent a post-baccalaureate

degree to be highly desirable.  The wide variety of education and training,
L") : P N
backarounds considéred to be desirable is indicative of the fact that there is
very little agreement as to the nature of the ogcupation and the requirements
\ B N A \ coe
ot legal assistants among Indiana's lawyers. . - .

[ _ X k% % %

, ’
Ihere has been a great deal of dcbuEF concerning whut are and what shoulll
be the activities of a legal assistant, ;&g were concerned with the views of
Indiana's law tims concerning this problem. A li%& of potential activities
ot legal assistants developed by the American Bar Association was adopted for .
se in this survey and respondents were asked to estimate the potential

IHP”ITIU&C of cach activity for a legdl assistant with! thelr flrm
o
Xnulysis of differences between luw firms which do and do not currently
emplov Teqal assistants was also of interest regarding this question. Such an
L] o

analvsis provides a hcttcr plLtUIC of how the -expectations of those not ' v

criploying legal assistants compared with the actual expericences of those who

; docipda™® them, | The responses to this question are presented in Table 10.

- ERIC
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v, < “
TheAlata presented in Table 10 provide material of value in understanding
. the importance of numerous duties und activities which may be undertakcn}nf

/£

lecal assistants.  In‘general, there seemed to be agrcemont on the part-of

3

_ .
the rvﬁpundcnts that legal assistants' most important activities involved tvpcs

of ‘.wxl\ which nwht well require specific tmlnmu bevond that of the average
ke
Legal secretary. Such activities included preparing probate inventories and
inheritance and Federal estate tax returns, Seérching and checking public
records, indexing documents and preparing digests, conducting investigations,
’ 3
and shepardizing. Some law tirms-also attributed major importance to activities
¢
which might be conSidered clerical in nature. However, it appears that most
ot the respondents viewed Jlegal assistants as taking on duties and responsibi-
1ifia\% hevond those ot clerical personnel .
The data of Table 10 should prove of value to law firms initheir utilization
ot legal assistants and help colleges and universities in developing programs
which will best meet the needs of potential cmployvers.

ok k& &

. | 1} .,
Respondents were asked to indicate their views toward the relative
mportance of a mmber of personal factors which might be taken into account
in the hiring of an individual as a legal assistant.  The findings from this

B - ’

question should be of value in curriculum planning, and also of concern  to

/
young people interested in preparing themselves to work as legal assistants.
. . e :
The responses are presented in Table 11.
-
: .
(373 " New
Y
' -15-

ERIC

Aruitoxt provided by Eic:
o
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FABLE L2 IMPORTANCE OF FACTORS TAKEN <INTO ACCOUNT IN THE HIRING OF

-7 LEGAL ASSISTANTS
,‘u,.:w.dv,,_.. [ -

N High Moderate Low 0f no

- importance importance importance concern
Factor _ L 1 . n A n 7 n % n %
Ability to understand legal! .
terminology and procedures: 305 88.2% 34 9.8% 6 1.77 1 0.3%
Understanding of the legal

process 268 77.5 69 19.9 9 2.6 0o 0.0
writing skills 234 68.4 95 27.8 10 2.9 3 0.9
Interest in people. 222 64.9 106 31.0 = 12 3.5 2 0.6
Intent to make cdreer as )

Lezal ass't o 197 . 57.1 120 34.8 18 5.2 10 2.9

CAE least some college or '
vut. school 185 54.3 111 32.6 27 7.9 18 5.3
Interviewing skills 179 52.0 117 34.8 39 11,3 -9 2.6
Facility in speaking 163 47.1 154 44.5 25 7.2 4 1.2
Lesal sevretary experience 64 18.6 125 36.2 95 27.5 61 17.7
- Enowledge of bookkeeping 63 18.4 116 33.9 116 33.9 47 13.7

Sceretarial skills 63 18.3 114 33,0 104 80.1 64 18.6

The data of table 11 indicate that there are a number of characteristics

which can contribute significantly to the waployability of a potential legal .

Cassistant, - Apong those most important are factors relating to the understand-

ing o legal terminology, procedures and processes, and factors such as writing

shills, interest in people, the intent to pursue a carcer-as a legal assistant,
. .
v . . - - 3 - - -
postsccondary educational training, and interviewing and speaking skills.
the data also provide turther evidence thiat the respondents drew a definite

distinction  between the legal assistant and the legal secretary. Characteris-

tics such as legal secretarial experience, @ knowledge of bookkeeping, and

secretarial skills were found to be least important of those listed.

® R OR OGN

the respondents were asked what they estimated would be the initial

salary ranse of lecal assistants with their firms.  The responses to this

gquention are presented in Table 120




Anticipate seeking legal | 28 13.67 47

TABLE 12: ANTICIPATED STARTING SALARLES OF TEGAL ASSISTANTS, '
BY SIZE OF FIRM ' '

Size of Firm

- 1-2 lawyers 3-5 lawyers 6+ lawyers Total

salary Range n Z " n A n A n b

. . ’
56,000 or less 25 19.2% 22 14.87% - 2. 3,07 49  14.27% '
$6,001 to $7,500 | 45  34.6 44 29.5 12 17.9 101  29.2
37,500 to $9,000 | 44  33.8 59 39.6 -39  58.2 142 41.0
39,901 te $11,000) 16 12,3 24 16.1 12 17.9 52 15.0
511,001 cr above 0 0.0 0 0.0 § 2 3.0 2 0.6,

More than forty percent of the(respondents cxpccted’that the starting
salary of a legal assistant with thgir law firm would be between $7,501 and
SO,006, with 43 pcrcent_fniling below this range and sixteen percent respond-
bug abhove it. The data clearly indicate that there is a tendepcy f&r larger
firms, more often located in urban areas, to pay higher sularies than small
Fieme, ~

ok ok ok Ok

CThe critical fuctor in assessing the need for personnel - in an ¢merging
Docupation is not the mere interest in the field but in the actual number of
pguplg who nicht b& hired to the occupation over a period of time. W¢ asked
the rcspnndénts whether they actually anticipated secking a legal as$igtant
witiin the next four vears. The responses to this question are presented in
Table 13,

TKBLLVIS: LAW FIRMS EXPECTING TO SEEK A LEGAL ASSISTANT WITHIN TIE NEXT
FOUR YEARS, BY SIZE OF FIRM

y ‘ s . -
ey Sige of Firm
1 ¥ - ol o
i-2 lawyers 3-5 lawyers 6+ lawyers Total
Papectation - n 7 n / n__ 7 o

€.

3%
127
AJT
o~

36 43.97 111 22,37
assistant

, I .

Do not anticipate seckingllie 5%.% 91 43.5 27 32.9 234 47,1
lezal assistant®

Undecided e 62 30,1 71 34,0 19+ 23,2 152 30.6

“Includes those recordad in Table 7 as haviny indicated no interest ipr
hiring a legal assistant. : : b




o

early one quarter ot all the respondents’ anticipated seeking at least '

one lesal assistant over the next four years. Approximately 31 percent were

still UHﬂCleOd concerning this matter and 47 pcxuont indicated that they

dkflﬂlt?l\ Jdid not C\pCLt ‘to seek a legal assistant. Overall, a 51zable

-

winority of law firms appeared to be ready to employ legal assistants, with an

even larser minority as yet undecided. . " 4

® % k% &

FABLE T FiRMS EXPECTING TO HIRE LEGAL ASSISTANTS IN I\'DIANA

. EXIRAPOLATED® BY RIGION**
RN 2 . 3 : 4

fable 14 represents an extrapolation,

Respondents Total expecting to
Total nweber Number of expecting to hire hire (extrapolsztion)
“L'»‘;_S_,iA_‘ﬁ’}L,H__L, _of firms survey raspondents legal ass't n % of Column 1
One 122 7 62 18 35 28.6
Two ho 31 5 11 16.7
Three 90 ‘ 53 12 20 22,2
Tour ’ 487 27 7 12 25.0
Five 52 22 4 & 19.0
Six 78 46 5 8 10.3
Seven 30 16 2 4 13.3
Eight 262 147 41 73 27.9
Nine 26 15 2 3 I1.5
Ten 23 ; 1 3 13.0
Eleven 21 14 3 5 123.8
fwelve 17 9 2 4 .23.5
Thirteen 62 41 6 9 14.5
Fourtven 27 14 3 6 22.2
.,‘PE"LL, 914 504 111 202 22.1
. *For each Region, extrapolation is Lalculatcd by tne method
CColumn 1o cojumn 3 = Column 4 '
Column 2 ‘
“For map of Indiana's Planning and Develupmux.. Regions, see Figure 1, Page 19,

by Region, of all of Indiana's listed

Lw firms which might currently expect to hire a legal assistant within the next ‘
few vears. As can be scen, the greatést actual demand for legal assistants
wonidd appear to be across the northern third of the state and in Region 8,

whivh is the Indianapelis area,
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SUMMARY AND CONCLUSIONS

I; is apparent that the greatest interest in the hiring of legal assistants
‘curr;ntly exists in larger {irms which are generally located in urban areas.
Numerous respondents from smaller firms commented that they supported the
concept of legal assistants taking minor routine duties from the lawyers them-
selves, but that such a practice would be economical only in a larger fimm
where an assistant coﬁld serve a number of lawyers. However, as was noted in
Table 8 above, small firms also perceive themselves as realizing benefits from
“the utilization of legal assistants once they make the commitment to hiring

them,

- '

If half of those who report themselves undecided concerning the hiring of
a legal assistant within four years decide to do so, approximately fofty
percent ot the law firms in Indiana may soon be seeking legal assistants.

With approximately nine hundred such firms listed, there may be a demand for

a5 many d4s one hundred legal assistants per year within Indiana for a number

of vears. Beyond such a short-range assessment, the demand for legal assistants
will depend upon such factors as further acceptapqe.by the legal profession

and the average number of years a legal assistant sta}s in his/her job.

‘Educational preferenqss of law firms for the people they hire as legal
assistants vary. Where some will seek individuals with a bachelor;s or
higher degrees, other will seek associate degree recipients, and some will
probably continue to upgrade the skills of legal §ecretaries to those of legal
assistants by‘means of on-the-job training. | \

Tables 13 and 14 indicpte that there i$ a genuine demand for legal assistants
which could support additional educational programs within the state. However,
the newness of this occupational field should dictate a cautious cxpansion of
programs until experience on job placement is gained.

- .
* k kK %k %
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: APPENDIX A
DEMAND FOR LEGAL ASSISTANTS QUESTIONNAIRE
STATE OF INDIANA
COMMISSION FOR HIGHER EDUCATION

143 WEST MARKET STREET
INDIANAPOLIS. INDIANA 4::204

317.633:.6474

DR. RICHARD D, GiBB
COMMISSIONER

Dear Sir/Madam:

The Indiana Commission for Higher Education is a state
agency responsible for the coordination of public post-

. secondary education institutions in the state, and is

charged to take the private institutions' resources into
account in its planning. The Commission isscurrently
conducting a college-level manpower study, funded by

the Lilly Endowment, in an effort to acquire up-to-date
information of value in progranm planning. One of the
objectives of this study is to assess statewide demand
for people trained in certain occupations related to
postsecondary education.

The occupation of legal assistant is one for which very
little manpower demand data are available. We do not
know the degree to which law firms in Indiana would 1ike
to employ legal assistants or the level and type of
education and training preferred for entrants to this
occupation. In order to acquire these types of data we
are conducting a questionnaire survey of a large number
of Indiana's law firms.

The enclosed questionnaire has been developed with the
cooperation of the Indiana State Bar Association. - The
findings of the study should be important in the :
development of this occupation in Indiana.

In order for the findings of the study to be reliable,

@ high rate of response to the questionnaire is of
crucial importance. It should take no more than fifteen
minutes of your time to complete the questionnaire and
your responses will be greatly appreciated. Would you
please complete thé” questionnaire and return it in the v
enclosed stamped, self-addressed envelope within one week.

Thank you for your cooperation.
Singgrely,
e e~

, Ed.D.
Manpower

Greenbe




DEMAND FOR LEGAL -ASSISTANTS IN INDIANA

fhis stwdvrdeals with LEGAL ASSISTANTS as distinguished from LEGAL SECRETARIES.
Phe American Bar Association-Special Committee on Legal Assistants has defined this
sovtpation as follows:

Under tne supervdsdon and ditection of the Lawger, the fegat assdistant
sicurd be abee to appdy knowtedge of Caw and Cegal procedures (-
vendetGng doreet assistance to Lawyers engaged {n fegal reseanch; design,
devedep, o1 ptan med{gdeations of new precedures, techniques, services,
processes o appfications; prepare on dnteapret fegaf documents and
widte detweded precedwes gon practicdng 4n centain fLelds of Law;
sedeet, compite, and use fechnical {nforumation §rom such references as

. J(qgsts, credctepedias on practice manuals; and analyze and §offow
Procedatal p obiems that {nvobve (ndependent decdsdons.

The lTeval secretary, on the other hand, is defined as follows:
The teqar secnetany shoadd be prepared to take dictation (machine and/on

siethand); piepare fee and disbursement statements; prepare approphiate
doecuments; keey beoks and xeconds; and serve as receptiondst.

i. How many individuals are employed full-time in your firm at this
lovation in cacn ot the following occupations?

a. Full-time lawver
~b. Full-time legal sccretary

¢. Full-time legal assistant
“d. Combination ot duties of b and ¢ above
C¢. Dther (specity)

2. Please indicate the extent to which you agree with each of the

following statements by circling thé appropriate number. .
Strongly Strongly
Agree Agree Disagree Disagree

4. A good legal secreotary cun 1 - 2 3 4

~Jdo about anvthing a legdl REAE

assistant can do.

(%]
N
=N

b.o Hiring of legal assistants 1

will result in fewer employment

opportunities for new law school
raduates. .

S
ol
S

¢. Many more law firms will be 1
using legal assistants in the
next few years.

d. Effective use of legal I 2 3 4
assistants reduces the cost
of lecual services.

It you do not currently employ a full-time legal assistant, please answer question 3.
If you do employ at least one full-time legal assistant, plcase answer question 4.
All respondents then continue with question 5.

RIE EEEY

Aruitoxt provided by Eic:




. <o An associate (two-year college) degree’ recipient (not in

would von consider hiring a legal assistant if an appropriately trained
Dersun were available?

Yes (continue to question 5) ' )
Undecided (continue to question §5)
No (Thank you. You have completed the questionnaire. DPlease return

It to us in the enclosed envelope).
In ceneral, our firm has found the utilization of legal assistants to be

a. highly beneticial
b, bemsticial
.o not beneticial : :

tHow desirable do you consider ecach of the following educational or
training backgrounds for a person seeking employment with yvour firm

as o legal assistant?  Please rate each background from 1 to 4 according
to the following code:

i

highly desirable

= desirable

= would consider, but not recally desirable
= would not be hired with this background

it u—
!

b

a. A high school graduate for whom you would provide training.
b A legal secretary whom vou would train.

legsal assisting) for whom vou would provido training.
LA graddute of a two-year LOIIO”C program in legal assisting.
¢. A bachelor's degree recipient (not in legal assisting) for
whom you would provide training.
oA gradudte of a four- vear college program in lesal ass
2. A uraduate of a post-baccalaureate program in legal as
of one vear or less in duration.

isting.
sisting

In the (potential) activities of a legal assistant with vour firm,
how important Jdo you consider cach of the following tasks? DPleasc
rate cach task from 1 to 4 according to the following code:

I = high importance
< = moderate importance .
3 = low importance
4 = would not perform this task
Tvpe - v __Notify clients of approaching
Maintain law library 77 deadlines
Notify clients of actions taken Serve papers
Do office fiting - File motions
Prepare briefs and pleadings ~_Shepardize
Docket , __Hire § supervise nonattorney staff
Lran menattorney staff e Tax work A ‘
Prepare otfice memoranda ~_ Compile § select citations
SOperate oftice machines Index documents § prepare digests
Appear for client in court Conduct initial interviews with
_Scarch and check public records : clients
~Contact client for information Take dictation
~Prepare fee § disbursement ~Investigations
~ statements ~__Dbevelop & implement office procedure
Drafts wills, deeds and trusts File papers
Plan installation § operation of Receptionist
- oflice machinery ~_Make arrangements for hearings and
Prepare probate inventories § - depositions .

inheritanve § Federal estate
tax returns ‘




7. Please indicate your opinion concerning the importance of each of
the following characteristics of an applicant for a position as a
legal assistant with your firm by Tating each characteristic from
1 to 4 according to the following scale:

high importance
moderate importance
low importance

of no concern

B2 I I

~_Ability to understand legal termlnology and procedures
___Interviewing skills .
~_Knowledge of bookkeeping

At least some college or vocational school
“Intent to make a career as a 1egal assistant
__Facility in speaking
_Legal secretary experience ©
~Interest in people
_Writing skills
__Understanding of the legal process : .
— Secretarial skills

P

8. What do you estimate to be the initial startng salary range of a
legal ass;ftant with your firm?- '

a. $6,000/year or less
“b. $6,001-37,500/year -
c. $7,501-%9,000/year
Yd. $9,001-$11,000/year
~__e. More than $11,000/year

9. Do you anticipate seeking a 1ega1 d551stant within the next four
- years? ‘ .

__Yes
No
__Undecided

It "Yes", how many do you hope to hire?

General Comments:

If you would like to receive a copy of the findings of this survey,
include your name and address below.

" Name

“Address

Thank,you for completing this questionnaire. Please return it to us promptly in
the enclosed, stamped, self-addressed envelope.

Office Use Only




