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 SSLLP Vision and Objectives 
 

MISSION– Seek justice by fearless advocacy for our clients; make a profit. 

VISION: – Singleton Schreiber will grow and maintain a superior, nationally recognized 
plaintiff’s firm in our primary practice areas with a focus in the Western and Southeastern 
United States and seek justice by fighting for individual client’s best outcomes, and by 
serving historically disadvantaged communities. The firm will continue to grow as necessary 
to achieve these goals and to make a profit.   

Objectives: –  

1. Identify key states for expansion, prioritize which states will be targeted for new practice 
groups and set roll out goals with timelines. Determine how to successfully enter a new 
market (e.g., Maui case study).   
 

2. Search for opportunities to help historically disadvantaged communities. 
 

3. Shut down bad actors, such as giant polluters, manufacturers and insurers, by obtaining 
significant judgment awards, potentially bankrupting them. 
 

4. Combat unfair multi-district, mass tort case strategies and judicial rules, which benefit 
the few (law firms, defendants and judges who prioritize judicial economy over fairness 
for litigants) over the majority. Draft, publish and support scholarly works promoting 
this goal in peer reviewed journals.   
 

5. Promote legislation and policy to support these objectives. Identify a firm legislative 
director and focus on promoting legislation and policy in states where change is possible 
(e.g., Oregon laws on fire liability/damages and general damages).     
 

6. Organize practice areas and staff; leverage technology; and standardize processes and 
training to maintain a high standard of practice and increase innovation, efficiency, and 
profitability. 
 

7. Develop nationally recognized trial department, which will lead to superior results for 
clients and improve litigation competence across the firm. 
 

8. Build and maintain an exceptional team and organizational culture.  SSLLP employees 
are hardworking, positive, collaborative, and genuinely good people; they are 
accountable for their actions, recognize the importance of pinpoint responsibility, and 
are not afraid to speak out to their bosses. Our culture is one of high trust, teamwork, 
and innovation; leaders set high standards and work with their team to achieve them 
and maximize personal and professional growth.  
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PRACTICE GROUPS 

PERSONAL INJURY 
 
Objectives: 

1. Be the most successful plaintiff’s trial firm in the western and southeastern United 
States.  Identify key states for expansion of PI markets. Maintain the strength of our 
relationship game and foster strategic referral partnerships. The PI team in each state 
should try at least six cases per year, every year.  Division-wide we should be trying 20+ 
cases per year.  
 

2. Coordinate with marketing and make the most successful consumer facing volume 
practice in the western and southeastern United States. Billboard lawyers that try cases. 
 

3. Find synergistic practice areas and subject matter experts to collaborate with in the 
pursuit of justice in single event cases. Don’t get complacent. Always look for ways to 
leverage relationships for growth, diversification, and expansion of the PI practice.  
 

4. Foster and support a strong woman-led sex assault practice that advocates for survivors 
at a macro/policy level and tries cases that benefits our clients and results in 
institutional change. 

 

PUBLIC ENTITY 
 
Objectives: 

1. Build a trusted, respected and the most sought out plaintiff’s firm representing public 
entities throughout California and the nation.  
 

2. Identify and be the leading voice of the next key issues impacting public entities.  
 

3. Be the voice public entities look to for advice and direction when they have been harmed 
by corporate interests.   
 

4. Maintain the strength of our existing relationships and expand our network through 
involvement and being a significant presence in public entity associations, and events. 
 

5. Provide concierge level service for our public entity clients by working collaboratively 
with County staff to ensure the judicious use of government resources and achieve 
maximum recovery. 
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MASS TORTS 
 
Objectives: 

1. Pursue various types of MT cases, IOT support firm objectives 2 and 3, and collaborate 
with other practice groups to ensure best outcomes for clients on cases which intersect 
with those PGs (e.g., Environmental, PI).   
 

2. Further refine strategy and timeline to impact unfair MDL structure being mindful of 
the tension with the objective of building nationwide MT objective.   
 

3. Explore new potential practice areas which complement the MT traditional types of MT 
cases (e.g., big pharma bodily injury); Insurance Bad Faith, Class Actions.  
 

4. Foster ideas for new cases and campaigns through connections in MT and plaintiff’s 
legal community; by a standardized process of planning and vetting; and encouraging 
young team members to take the lead on exploring and developing the plans to execute 
the idea.   
 

5. Continue to refine MT training and professional development program and help lead the 
“SSLLP University” program (one training block per month/syllabus for the program).    
 

6. Improve and refine organizational structure and processes.  Hire and develop mid-level 
leaders in the attorney ranks and encourage them to take initiative on new lines of cases 
and bringing business.  Refine Process map and Standard Operating Procedures (SOPs) 
for MT. Making sure roles and responsibilities are clear to gain organizational clarity.   
 

7. Lead SSLLP in building and maintaining an exceptional culture by continued 
collaboration, non-work-related morale building events.   
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MWA – MOTIONS, WRITS & APPEALS 
 
Objectives: 

1. Develop (1) well-defined areas of responsibility for the firm’s internal litigation needs 
and (2) a system for practice groups to make timely requests for assistance. 
 

2. Support the firm’s eight objectives through legal research and winning brief writing. 
 

3. Support the firm’s efforts to “red cell” new business strategies through research. 
 

4. Provide cohesive strategic support, planning, and organization for litigation and trials. 
 

5. Develop litigation plans based on legal research to support new practice areas and in 
pursuing new areas of litigation, for example: SA practice group. 
 

6. Keep the firm informed of new and developing laws and published decisions.  
 

7. Support the firm’s marketing efforts with CLEs and informational bulletins. 
 

8. Establish Singleton Schreiber’s MWA practice group as the destination for the best trial 
lawyers in California (and beyond) to outsource their motion and appellate needs. 
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FIRE DAMAGES 
 
Vision: Creating a cohesive and fun work environment where our clients’ needs are 
prioritized, and our employees feel valued. 

Objectives: 

1. Further refine the newly developed fire damage team structure and processes, 
identifying gaps and developing/implementing policies to solve issues.  

  
2. Explore merging and refining the settlement team to create a cohesive and streamlined 

approach across all fires, including implementing strong leadership to ensure client 
satisfaction and compliance with ethical standards across all cases. 
  

3. Continuing to foster growth of our team members, including advancement through 
further educational training, as well as on the job training. This includes further refining 
and a broader scale implementation of our case assistant to paralegal promotion 
program, focusing on identifying team members interested in growth and ensuring 
opportunities are provided. Additionally, continue to promote strong leaders into 
management positions. 
 

4. Continue to refine our process to ensure clients are regularly contacted and decrease the 
number of unresponsive clients.  
  

5. Continue to work with the Fire Litigation leadership to create a cohesive approach to fire 
cases. 
  

6. Improve our process for ensuring compliance with ethical rules and procedures as we 
continue to expand into new states.  
  

7. Lead SSLLP in building and maintaining an exceptional culture by continued 
collaboration, non-work-related morale building events.   



CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

COMPLEX ENVIRONMENTAL LITIGATION 
Vision: To create the most fearsome environmental litigation team in the country and 
create change in the quality of life for impacted communities and force clean-up of 
contaminated sites and/or installation of environmental controls.  

Objectives: 

1. Build and maintain an organizational structure that can support active litigation of 
multiple environmental case campaigns at the same time.  
 

2. To develop a deep bench of experienced attorneys that can litigate all phases of a 
complex environmental case from case analysis, though intake, filing, discovery, trial 
and appeal. 
 

3. Expand case portfolio. 
 

4. Be proactive in moving cases toward completion. 
 

5. Develop and implement a system for evaluating potential environmental case 
campaigns. 
 

6. Create standard procedures for handling aspects of complex litigation, e.g. preparation 
for Rule 26 conferences.  
 

7. Create training modules on issues related to complex environmental litigation. 
 

8. Complete the group’s trial planning manual for litigation preparation and training. 
 

9. Continue to establish medical monitoring case law in jurisdictions throughout the 
country. 
 

10. Expand Climate Litigation to Native Tribes. 
 

11. Market to and serve Native Tribes in environmental contamination cases. 
 

12. Move plastics litigation campaign. 
 

13. Initiate and carry out other class action litigation that is brought to the department 
based on the group’s connections with outside counsel.  
 

14. Build out environmental department web presence. 
 

15. Ensure Filevine Compliance for cases brought into the firm. 
 

16. Develop department procedures manual. 
 



CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

ENVIRONMENTAL LITIGATION AND POLICY 
 
Mission: 

The Environmental Litigation and Policy Department is dedicated to achieving justice for 
people and communities impacted by environmental harm. We leverage federal and state 
statutory protections, including citizen suit mechanisms that enable the recovery of 
attorney’s fees and costs, to hold wrongdoers accountable. We also pursue common law 
remedies to secure justice for our clients and the communities they call home. Through 
unwavering advocacy, we strive to safeguard public health, preserve our nation's natural 
resources, and help empower frontline communities to stand up against harmful actors. 

Objectives: 

1. Continue to identify and evaluate new circumstances where companies, 
governments, and individuals have inflicted environmental harm on people and 
communities.  

 

2. Collaborate with other practice groups to pursue our goals and best help our clients.   
 

3. To use and refine the case model developed in the large fire cases to fight for historically 
disadvantaged communities and shut down bad actors. 
 

4. To collaborate with other firms and environmental organizations to promote the 
objectives of our firm and practice group. 
 

5. To be the cutting-edge environmental nuisance firm in the country. 
 

6. To improve the living conditions for impacted communities.
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CIVIL RIGHTS 
 
Objectives:  

1. Seek out partnerships with local non-profit organizations and advocacy groups to 
increase referrals, collaborate with solo lawyers and small firms on appropriate 
litigation, and establish Singleton Schreiber as the leading national firm for civil rights 
referrals and co-counseling.  
 

2. Search for opportunities to help historically disadvantaged communities and target civil 
rights violations occurring on a systematic level. 
 

3. Shut down bad actors, such as private prisons and private medical care providers hired 
by government entities, by obtaining significant judgment awards, potentially 
bankrupting them. Hold government entities accountable by obtaining significant 
judgment awards that motivate a change in policies and practices. 
 

4. Combat unfair case law and judicial rules that benefit the powerful (e.g., anything that 
prioritizes judicial economy over fairness for litigants, qualified immunity/absolute 
immunity, PLRA limitations) over marginalized communities and victims of unjust 
government actions, practices, and policies. Draft, publish and support scholarly works 
promoting this goal in peer reviewed journals.   

 
5. Promote legislation and policy to support these objectives.  

 
6. Leverage technology and standardized processes and training to maintain a high 

standard of practice to increase innovation and efficiency. 
 

7. Participate in opportunities for growth, including attending/presenting at civil rights 
CLE conferences. 
 

8. Build and maintain an exceptional team and organizational culture, consistent with firm 
objective #8. Consider hiring attorneys in other states to support our goal of expanding 
to a nationwide civil rights practice. 
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INTERNAL DEPARTMENTS 

OPERATIONS: 
 

VISION: 
 
Operations will facilitate the firm objectives by developing and implementing procedures 
and training, conducting continuous process improvement, and fostering an agile planning 
and vetting capability to harness ideas and make the firm successful for the next 20 years.   
  
Objectives:  
  
1. Organize practice groups and staff sections to facilitate firm objectives 1-5, promote high 

quality legal work product, ensure customer satisfaction, and generate operational 
tempo.   

 
2. Work with key staff and practice group managers to promulgate Standard Operating 

Procedures (SOPs) to ensure excellence in mission accomplishment and provide for 
smooth legal operations.  The SOPs are living documents, which have enough detail to 
use as a training aid for new employees; they will provide a simple explanation of the 
“how to” of the job.      
 

3. Continue building the firm training program (SSLLP University).  The training program 
will standardize and execute engaging and relevant training, including CLE and other 
legal training, onboarding training, leadership and professional development training, 
and mandatory training required by law to maintain a high standard of practice and 
increase innovation, efficiency, and profitability.  
 

4. Continue to refine the Red Cell vetting process to select the right cases and process 
changes to support the firm’s objectives.   
 

5. Implement a continuous process improvement program.   
 

6. Leverage and champion the disciplined and creative use of technology in conjunction 
with IT to accomplish Operations strategic objectives.   
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ACQUISITION AND MARKETING 
 
Objectives: 
 

1. Our strategic goal is to drive firm growth by operating as high-performance agency-
model marketing and in-house acquisition teams. We will focus on delivering data-
driven campaigns with laser precision, prioritizing profitability and performance 
across all channels. We are committed to achieving industry-leading close rates 
through our in-house intake team while providing white-glove service to clients, 
attorneys, and internal stakeholders.  

2. We will execute successful personal injury campaign launches in California, New 
Mexico, and Mississippi and deliver outstanding support for office and brand 
launches in Spokane, Alabama, and Hawaii. Our team will lead the charge in utility-
caused fire litigation, ensuring we are the first and best-prepared firm to mobilize 
when utility or corporate disaster strikes.  

3. Through the strategic development of external communications—including targeted 
newsletters— as well as individual attorney coaching and marketing and business 
development plans, we will increase leads across key practice areas: personal injury, 
public entity, MWA, and mass torts. Every effort will align with our overarching 
mission: to become the largest and most trusted plaintiff firm in the Pacific 
Northwest and beyond. 

4. Prioritization of team growth in middle management and cross training to ensure we 
are both proactive and reactive in accomplishing visibility in competitive industry 
spaces – no matter what season or campaign we pursue. 
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ACCOUNTING AND FINANCE:  
 

VISION: 

To advocate for justice and be the pinnacle in our industry - guided by unwavering client 
focus to deliver and leave a lasting impression. 

Objectives: 



CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

 

INFORMATION TECHNOLOGY:  
 
Goal: 

The Information Technology Department’s strategic objective is to enhance operational 
efficiency, cybersecurity, and technological innovation. Driving the ship to embrace 
technological trends while maintaining stable growth. Providing the latest technical 
solutions that improve efficiency across other departments. Creating interdependence 
that benefits the firm's position while simultaneously benefiting the client experience.  

Objectives: 

 

1. Streamline workflows and processes that embrace innovation through the 
purchase/adoption of “best in class” legal practice management software and next 
generation AI tools. 

2. Develop and utilize effective data management strategies and analytics for organizing, 
storing, and retrieving legal information, and gain insights into case trends, resource 
utilization, and firm performance. 

3. Enhance client collaboration through secure client portals, video conferencing, and 
other future communication technologies. 

4. Implement and uphold robust cybersecurity and business continuity measures to 
ensure compliance with industry regulations and protect sensitive client information. 

5. Upgrade and maintain IT cloud infrastructure for scalable and flexible storage, 
collaboration, and resource management. 

6. Prioritize focuses on internal team(s) service including organized response times for 
firm employee requests. 
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CASE SUPPORT:  
 

VISION: 

The Case Support Department at Singleton Schreiber embodies our commitment to 
delivering exceptional client service, facilitating seamless collaboration, and leveraging 
technology to optimize our legal operations. With expertise, dedication, and collaborative 
approach, our Case Support Specialists and Case Management Systems Administrators play 
a pivotal role in supporting our firm's success and achieving favorable outcomes for our 
clients.  

Objectives:  

1. Efficient Support: Provide timely assistance to internal staff and external partners, 
ensuring efficient case management and fostering collaboration in the pursuit of justice.  

2. Effective Communication: Serve as a central point of contact for all case-related 
inquiries, facilitating clear and transparent communication to empower our legal 
professionals and strengthen relationships with partner firms.  

3. Technological Optimization: Maintain and optimize our case management systems to 
enhance operational efficiency, streamline workflows, and support our team in 
delivering impactful advocacy for our clients.  

5. Problem Resolution: Proactively address challenges and inquiries, both technical and 
procedural, to minimize disruptions and uphold the highest standards of service 
delivery.  

 
Through their dedication to these objectives, our Case Support Specialists and Case 
Management Systems Administrators contribute significantly to our firm's ability to 
fearlessly advocate for our clients and achieve favorable outcomes in every case we 
undertake. 
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CLIENT EXPERIENCE: 
 
VISION: 
 
The Client Experience function plays an important role advancing the firm’s mission to seek 
justice through fearless advocacy, especially for historically disadvantaged communities. By 
ensuring clients have access to real-time case updates, secure communication tools, and 
opportunities to provide feedback, we reduce uncertainty and empower individuals who 
might otherwise feel overwhelmed by the legal process. 
 
Internally, we support the firm’s operational goals by providing visibility into 
communication workflows and workload volume. This allows our teams to maintain high 
standards of service, allocate resources effectively, and improve responsiveness—all critical 
to achieving the best outcomes for our clients, growing our national reputation, and 
ensuring the firm’s long-term scalability and profitability. 
  
Objectives:  
  
1. Launch and refine communication tools that allow clients to connect with their legal 

team. These tools are intended to reduce reliance on phone calls and enable a more 
transparent, accessible, and on-demand experience for the client. 

 
2. Implement survey-driven feedback loops at key case milestones to better understand 

client sentiment. Use these insights to guide staff training, technology upgrades, and 
improvements in communication and process flow across departments. 

 
3. Use platforms like Domo to visualize message volume, case activity, and response times. 

This data will help managers and teams monitor service-level adherence, identify 
bandwidth gaps, and make informed resource adjustments to preserve communication 
quality. 

 
4. Collaborate closely with internal teams to ensure dashboards, metrics, and portal tools 

directly support their goals and workflows. Encourage adoption through useful, 
customized deliverables. 

 
5. Develop consistent templates, tone guidelines, and structured updates that reflect our 

firm's professionalism and compassion. While tools and timing are standardized, 
delivery should always feel personal, respectful, and client centered. 
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TRAINING: 
 

Vision: The Training Department at Singleton Schreiber is dedicated to fostering a culture 
of continuous learning and professional development. Our goal is to equip our employees 
with the knowledge and skills necessary to excel in their roles and contribute to the firm's 
success. 

Objectives: 

1. Standardize Training Programs: Develop and implement standardized training 
programs, including Continuing Legal Education (CLE) and other legal training, 
onboarding training, leadership and professional development training, and 
mandatory training required by law. 
 

2. SSLLP University: Establish a comprehensive training platform known as SSLLP 
University, which will offer engaging and relevant training sessions on a monthly 
basis. 

 
3. Professional Growth: Promote the professional growth of our team members 

through further educational training and on-the-job training. This includes refining 
and implementing a case assistant to paralegal promotion program. 

 
4. Leadership Development: Identify and develop strong leaders to ensure the 

continued growth and success of the firm. 
 

5. Training Materials: Centralize all learning and training materials to simplify 
access for employees and ensure consistency in learning outcomes. 

 
6. Compliance: Ensure compliance with required training and ethical standards 

across all cases and practice areas. 
 

7. Feedback for Continuous Improvement: Create a structured feedback system 
with regular sessions, anonymous surveys, and open forums to gather honest and 
productive feedback. The aim is to foster a culture of continuous improvement and 
professional growth, enhancing overall performance and success. 
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INTAKE 
 
Objective: 

Enhance and refine Singleton Schreiber’s Legal Intake Team to deliver a seamless, empathetic, and 
efficient case intake process, aligning with the firm’s strategic growth and community advocacy goals. 

Key Initiatives: 

1. Client Advocacy & Communication 
ο Implement a streamlined, client-first intake approach that prioritizes responsiveness and 

clear communication. 
ο Strengthen communication strategies to enhance accessibility and offer better guidance 

to potential clients. 
2. Process Optimization & Data-Driven Decision Making 

ο Refine intake workflows to improve speed, accuracy, and consistency in case evaluations. 
ο Utilize data analytics to measure intake performance and assess client conversion rates 

and case viability. 
3. Strategic Growth & Market Expansion 

ο Align intake operations with the firm’s growth strategy by prioritizing high-impact cases. 
ο Analyze intake data to assess the effectiveness of campaign strategies and recommend 

adjustments to improve client retention. 
4. Empathy-Driven Client Engagement 

ο Provide training for intake specialists in active listening and trauma-sensitive 
communication to better assist potential clients. 

ο Foster a culture of compassion and professionalism, ensuring all client interactions align 
with the firm’s values. 

5. Interdepartmental Collaboration & Training 
ο Foster coordination between intake, legal teams, and marketing to enhance case flow and 

quality. 
ο Develop continuous training programs for intake specialists to ensure they stay informed 

about current campaigns and legal best practices. 
6. Impact Assessment & Continuous Improvement 

ο Regularly review and optimize intake processes to align with the firm’s evolving 
objectives and market conditions. 

7. Fostering a Strong Organizational Culture 
ο Build a high-performing intake team that embodies the firm’s values of hard work, 

accountability, collaboration, and innovation. 
ο Cultivate an environment where intake staff feel valued, supported, and motivated to 

contribute to the firm’s mission. 

 

Outcome: 

By transforming the intake function into a powerhouse of efficiency, empathy, and strategic alignment, 
Singleton Schreiber will enhance access to justice, strengthen its market position, and further its mission 
of fearless advocacy. 



CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

CONFIDENTIAL DOCUMENT.  INTERNAL USE ONLY.  DO NOT DISSEMINATE OUTSIDE SINGLETON SCHREIBER LLP. 
 

HUMAN RESOURCES: 
 
Vision:  
 
Our vision is to be the trusted partner and strategic enabler that drives organizational 
excellence through people-centric solutions. We aspire to create a workplace culture that 
celebrates diversity, respects individuality, and embraces collaboration. We strive to 
cultivate a highly performing, engaged workforce that embodies our core values and drives 
sustainable growth. By fostering a culture of trust, transparency, and accountability, we aim 
to be recognized as a leading employer of choice in our industry.  
 
Objectives:  
 
1. Build out the HR team- Hiring additional support for our team will allow us to better 

serve our employees.   
a. Adding a Recruiting Coordinator will increase efficiency, enhance candidate 

experience, and expand our recruitment reach, ensuring we hire top talent.  
b. Adding a Total Rewards Specialist will bring specialized expertise in designing and 

implementing compensation and benefits programs and provide a dedicated 
resource to support the firm’s payroll and benefits functions.   

2. Streamline and standardize the review process:   
a. Working in conjunction with IT, we will build out a workflow that will automate and 

track the steps to completion through the annual review process. This will increase 
efficiency and provide HR visibility to better manage this process and improve both 
the employee and manager’s experience.  

b. We will revise the review form to increase standardization of the criteria employees 
reviewed on and tie their performance back to the overall goals and values of the 
firm.  

3. Relaunch LegalMinds, the firm’s learning management system (LMS).  
a. The LMS will provide a centralized location for all learning and training materials. 

This centralization simplifies access for employees, ensuring they can easily find and 
engage with relevant learning content. This will better equip our employees to 
perform in their current roles and provide professional growth opportunities.  

b. By building learning paths within the LMS, the standardized course materials and 
assessments will maintain consistency in learning outcomes and ensure all 
employees receive the same level of training regardless of their location.  

c. The LMS will offer tracking and reporting features that will allow us to monitor 
employee progress, track completion rates, and assess learning outcomes. These 
analytics provide valuable insights into the effectiveness of training programs, 
identify areas for improvement, and demonstrate compliance with required training.  

4. Transition from ADP to another full service HRIS platform.  
a. We plan to transition to a full-service HRIS system that meets all the technological 

needs of the HR department.  
b. Investing in a full-service payroll and HRIS system eliminates the need for multiple 

standalone systems and manual processes, which can be costly and time-consuming 
to maintain. By consolidating HR functions into a single platform, the firm can 
achieve cost savings through reduced administrative overhead, improved accuracy, 
and increased productivity.  
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c. Through our vetting process, we will identify a platform that both meets our 
technological needs and provides excellent client service. In turn, improving our 
department operations and employee experience.  
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EXECUTIVE SUPPORT (EXECUTIVE ASSISTANTS): 
Vision 
 
To be trusted, high-performing partners to litigation attorneys [and other C-level 
executives] by delivering proactive, organized, and reliable executive support that allows 
our executives to focus on legal strategy, client advocacy, and case success.  
 
Objectives 
 

i. Maximize Attorney Productivity 
a. Handle administrative and operational tasks with speed and precision to 

ensure attorneys can focus on client work. 
b. Proactively manage calendars, deadlines, meetings, and travel logistics in 

alignment with case demands. 
ii. Deliver Operational Excellence 

a. Coordinate high volumes of communication, documentation, and 
scheduling across multiple teams, clients, and courts. 

b. Ensure all logistics—from courtroom appearances to client calls—run 
smoothly and efficiently. 

iii. Support Scalable Growth 
a. Build and maintain structured systems and workflows that support the 

firm’s rapid growth. 
b. Adapt quickly to new tools, processes, and organizational needs in a fast-

paced environment. 
iv. Ensure Seamless Coordination 

a. Act as the connective thread between attorneys, clients, internal 
departments, and external stakeholders. 

b. Communicate clearly, consistently, and professionally on behalf of 
attorneys. 

v. Uphold Professional Standards 
a. Maintain discretion, confidentiality, and a polished, solutions-oriented 

demeanor at all times. 
b. Represent attorneys and the firm with a high standard of service and 

integrity. 
vi. Drive Team Success 

a. Collaborate with other executive assistants and firm staff to ensure 
consistency, support coverage, and shared resources. 

b. Take initiative to help identify and solve bottlenecks, improve workflows, 
and keep teams moving forward. 
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