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We are back with the second edition of our

ONE OF OUR GOALS

IS TO PROVIDE A CONDUIT

TO SHARE INFORMATION,

IMPORTANT RESOURCES,

AND LOCAL CHAPTER

HAPPENINGS THAT MAY BE

OF INTEREST TO YOU AND

IMPORTANT TO YOUR CAREER.

THIS ISSUE SPONSORED BY [m JK

newsletter!

Today, your ALA team delivers the new issue of our ELEVATE
newsletter. We listened to your input and have implemented a
few changes to make it easier to read and even more relevant.
We have shortened this issue and focused more closely on

topics that hit home for all of us.

Can it be November already? Does
anyone ever seem to have enough
time to enjoy the seasons, their
family and friends, while trying to
balance an avalanche of work emails
and the challenges of life at a law
firm? What is important and what
can be put aside for another time,

if ever? We hope you will give us a
few minutes out of your day to take
a quick look at our newsletter. Step
away from your emails, learn some-
thing new, and enjoy a few minutes
learning more about your Virginia
ALA colleagues.

As you peruse this issue, we ask

that you consider two things as the
ALA membership renewal season
approaches. First, where would you
get the cutting-edge management
products and services focused on

the legal industry without your ALA
membership? Second, where else can
you find colleagues and friends that
understand your unique law firm is-
sues and freely provide educated and
experienced advice?

The idea for ELEVATE was born from
friendship between the four Virgin-
ia chapters. One of our goals is to
provide a conduit to share informa-
tion, important resources, and local
chapter happenings that may be of
interest to you and important to your
career. ALA encourages its chapters
to elevate each other and the associa-
tion, by demonstrating advancement

in education, networking relation-
ships, and enhancing ALA's promi-
nence in the legal community. We
believe our newsletter furthers that
mission, providing information you
can use from people you know.

Don’t miss Kathy Scourby’s article

on dealing with crisis in the work-
place, or learn some quick tips for
better presentations from Christine
Clapp. Read insights from our retiring
members, Bob Rideout and Deborah
Wilkes, and learn more about SEO
and how to rejuvenate your online
presence from Devon Phelan.

Do you like what you're reading? Can
we make the newsletter even better
for you? Would you like to write a
column or volunteer to work with the
team? Is there someone who would
benefit from this newsletter at your
firm and could become a new ALA
member in 2019? Let us hear from

you! S

Best wishes for a joyous holiday
season!

Cherie L. Heintz
Richmond ALA President

Sr. Business Development Manager
Hunton Andrews Kurth LLP
Richmond, VA 23219
cheintz@huntonak.com

MOVING

VICES



RICHMOND CHAPTER

Retirements:

B Nancy Pugh — Allen, Allen, Allen & Allen

m Bob Rideout — Christian & Barton

m Evan Smith — Parker Pollard Wilton & Peaden, PC

Upcoming Events:

Gold Business Partner Event

(Members and Gold Business Partners Only)
Wednesday, November 28, 2018

5to7 p.m.

River City Roll

Holiday Luncheon

Thursday, December 6, 2018
Noon to 2 p.m.

LeMaire @ The Jefferson Hotel

Platinum Business Partner Event

(Members and Platinum Business Partners Only)
Wednesday, December 12, 2018

6 p.m.

Tacky Light Tour of Richmond

On August 22, the Richmond Chapter heard from
attorney Tom Spahn of McGuireWoods LLC on Ethics of
Email and Social Media: a Top 10 List. Tom posed for a
photo with Chapter President Cherie Heintz.
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The Richmond Board met in early September for their
annual planning meeting where they brainstormed ideas
for 2019 chapter meetings and events.

Members Anne and Bobby Caudle and Tricia Sanders
gather at the September 18 Sponsor Appreciation Event
at The Branch Museum in Richmond.

President Cherie Heintz addresses the Chapter at the
October Member luncheon where attorney Amanda
Weaver of Williams Mullen spoke about the recent
#METOO Movement.
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BOB RIDEOUT - CHRISTIAN & BARTON, LLP

Bob Rideout, Firm
Administrator of Christian

& Barton, LLP and former
president of the Richmond
ALA, is retiring at year-end!
We caught up with Bob to
see what his future plans are
and to glean some advice for
future administrators.

Q: Where are you from?
Isle of Wight County, VA.

Q: How long have you
been a firm administrator?

25 Years.

Q: How did you get into
legal firm management?

My job in the “real world” wanted
me to move to New Jersey. | chose
not to and the Managing Partner
from Christian & Barton asked me to
come to work for C&B as their Firm
Administrator.

Q: What was your favorite
part of your job?

Implementing and keeping updated
newer technology, be it software

or hardware, to help make day to
day tasks of staff and lawyers more
efficient.

Q: What did you like least
about your job?

Having to spend way too much time
over last 4 years on facilities manage-
ment in a building where we are now

THIS ISSUE SPONSORED BY m JK MOV

]

e e 5

Bob with his wife Judy, their two sons, daughter-in-law, and three

grandchildren.

the only tenant. HVAC systems no
longer really work without manual
intervention and a landlord who
would prefer we move out and turn
the building into apartments.

Q: What prompted you to
join ALA?

My predecessor was a member and
said it would be a great way to meet
others that worked in similar capaci-
ties at other law firms.

Q: How many years in
ALA?

25 years.

Q: Do you have any special
memories about your
career or your time with
your ALA chapter you'd
like to share?

As anyone in the Richmond Chapter
will tell you, I'm not really in to after
hour social events with large crowds.
My best memories are more small
group or one on one interactions |
had with fellow members over the
years. Having been around for 25
years, a lot of the people | knew
have either retired or moved into
other professions. One memory that
still stands out is when | went to the
ALA National Conference in Chicago.
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Maryann Hartzell was on her first trip
to a National Conference, and she
had 2 huge suitcases. When | asked
her why she needed 2 suitcases, she
said one had clothes and the other
was empty and she was going to fill
it up with “stuff” she would pick up
at the conference. | can vouch for the
fact that she accomplished her goal
on that trip!

Q: If you were to suggest a
fun or relaxing activity for
others to do, what would
it be?

I'm not a golfer and now too old to
play basketball anymore except the
occasional game of HORSE with the
grandkids. So my relaxation is going
out and shooting things like clay pi-
geons or targets. Good stress reliever
for me, which | plan to indulge more
in with retirement.

STRIVE TO BROADEN YOUR BASE
OF KNOWLEDGE AS MUCH AS
POSSIBLE AND LEARN WHAT YOUR
COUNTERPARTS ARE DOING IN THE
CORPORATE WORLD AS WELL AS
THOSE IN THE LEGAL ARENA. IN MY
OPINION A FIRM ADMINISTRATOR
NEEDS TO BE A “JACK OF ALL
TRADES” TO DO HIS JOB WELL.

Q: What advice would you
give to administrators
coming in to the field
now?

Strive to broaden your base of knowl-
edge as much as possible and learn
what your counterparts are doing in
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the corporate world as well as those
in the legal arena. In my opinion a
Firm Administrator needs to be a
“jack of all trades” to do his job well,
and | think one earns the respect of
those at their Firm by being willing to
tackle anything that you would ask
your staff to do.

Q: Now that you are
retiring, what's next for
you?

Planning on being able to spend
more time with the 3 grandkids who
are down in Charlotte, NC. as well as
doing a little more travel with the
wife before | get too old to remem-
ber it. Already have a 15-day trip
planned to Alaska for next June. &%

Navigating the Multigenerational World:

A ppreciating, Valuing, and Utilizing the Unique Talents of all Individuals

Presented by Maryanne Spatola

January 24, 2019 - 12:00pm - BSKB

Open to All Virginia Chapter Members

; T L1 v
8110 Gatehouse Road, Falls Church, VA 22042

The mu].tigenel:ationa]. workforce has arrived. Now what? This wol:kshop will pl:ovide participants with a foundation for L(ndel:standing how to

leverage the various capabilities of a multigenerational workforce. Looking across all generations, participants will explore the value each

generation has to offer and ways in which to capita].ize on the stl:engths of the collective whole.

Using representative data of the internal workforce and external marketplace, participants will discuss and explore the opportunities and

cha].].enges for the ].ega]. pl:ofession ina mu].tigenel:ationa]. world.

= . r 7 - 7 - 17 - - T r . 7 7 - -
Can't Make it? Join us for the meeting electronically! E-Meetings coming to NOV A via Facebook Live in January 2019!

RSVP now to Megan @Cookcraig.com
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Sheltering-In-Place:
Are You Prepared?

Kathryn Scourby | KNS Consulting, LLC.

Imagine that it is 10:00 a.m. on a bright, sunny morning and
you are already knee-deep in work as you sort through your
ever-growing stack of paperwork and e-mails. You are a legal
administrator, responsible for managing some or all aspects of a
law firm, corporation or agency (large or small), and in this role,
you are responsible for all the lawyers and staff in your office.

Suddenly, and without warning, you
are thrown from your chair as two
huge explosions rock your building,
and you hear glass breaking from the
windows all around you. As you slowly
pick yourself up off the floor, you start
to hear shouts and screams from your
lawyers and staff down the hallway.
As you walk unsteadily out of your of-
fice and start making your way down
the hall, you quickly ask yourself if
the business continuity plan for your
office that has been collecting dust on
the shelf is up-to-date and ready to
help you figure out what to do.
m Should you evacuate everyone
from the building?
m Should you stay inside and wait for
help?
H Are you ready to start making
some difficult decisions?
m Do you have anyone to help you
make those decisions?

Does this situation sound realistic or
just like the plot of a recent action
movie? Sadly, given the world we
live in today with bombings, terrorist
plots, and workplace shootings hap-
pening around the globe on a daily

THIS ISSUE SPONSORED BY

basis, situations like this have become
all too real. It has become a critical
part of every administrator’s job to
learn what potential risks your office
might face and how to mitigate
those risks and ensure business conti-
nuity for your lawyers and clients in
the face of any threat.

To Stay or Go?

If the scenario above was happen-
ing in your office, would you know
whether you should evacuate the

building or stay inside and shelter-in-
place? The reality in today’s world of
global threats is that it is much more
likely that you will encounter situa-
tions in your workplace in which it is
much safer for everyone to shelter-
in-place in a safe room(s) within your
office space rather than evacuate.

There are many situations where
sheltering-in-place might be the best
and safest move: tornadoes, the min-
utes following a severe earthquake
when exit stairwells may be damaged
or blocked, toxic chemical spills, bio-
logical agents released in the air, ex-
plosions (or dirty bombs), or an active
shooter in your office/building.

Would you be prepared to shelter-
in-place? Is it part of your overall
business continuity plan? Most of

us have spent years training for and
participating in office/building fire
drills and typically have fire wardens
assigned to assist in evacuating peo-
ple from the building at a moment’s
notice, but sheltering-in-place is still
not a part of many business continui-
ty plans. It needs to be!

Who Is Prepared?

m Do you have a crisis team that
knows how to move people to a
safe location?

m Have those shelter-in-place loca-
tions been identified?

m Do your lawyers and staff know
where to go?

B Have you talked to your building
management about what their
shelter-in-place plans are?

JK MOVING

SERVICES
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Establishing crisis teams in your office
and crisis team training are an essen-
tial part of any business continuity
plan. Regular meetings, training and
drills held with your building man-
agement, building security and your
crisis team members can be vital to
saving lives in a situation where shel-
tering-in-place is the safer course of
action. Knowing whether to evacuate
or shelter-in-place as the situation

is evolving is a critical skill that all
crisis team members need to have.

Taking Steps

As a first step, it is important to
identify shelter-in-place locations in
each office (interior offices/work-
rooms that are away from any glass
and with doors that lock, if possible).
Second, floor plans identifying exit
stairwells and the shelter-in-place
locations should be posted on the
back of office doors (like you would
see in a hotel room), in cubicles and
in all conference rooms. Shelter-in-
place or “safe” rooms should contain
supplies needed if lawyers and staff

had to shelter-in-place for a period of
time. At a minimum, supplies should
include emergency first aid kits, and
enough water and food (energy bars
will work) for each person for up to
three days.

The shelter-in-place drill is simple:
based on an alarm sounding or a PA
announcement, everyone is asked to
proceed to their designated shelter-
in-place locations. The drill should be
timed (like most evacuation drills) and
the goal is simply to ensure that each
lawyer and staff knows where to go
quickly if a situation calls for shelter-
ing-in-place rather than evacuation.

KATHRYN (KATHY) SCOURBY is the Principal of KNS Consulting, LLC.
She works with professional service firms to achieve their goals in
the areas of business continuity, disaster preparedness, risk man-
agement, and compliance. Kathy is a certified business continuity
professional and trains management professionals and all levels of

staff.
knscourby@gmail.com (865) 789-7694

Integrated Business Solutions
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Establishing crisis teams, training
these team members to know wheth-
er it is better to evacuate or shelter-
in-place based on the situation at
hand, and conducting routine drills
all are important ways of ensuring
the safety of your lawyers and staff.
Research from actual disaster situa-
tions has shown that more lives were
saved because people had the “mus-
cle memory” to know how to react
quickly based on a particular situa-
tion. Putting these plans in place now
will be the first step to ensuring that
you are protecting the greatest assets
your firm has — your people! &

218 Expressway Court, Virginia Beach, VA 23462

phone 757-497-1500
www.ibsproduces.com

FULL PRINT SERVICE ¢ PROMOTIONAL PRODUCTS ¢ WIDE FORMAT PRINTING
OFFICE SUPPLIES ¢ FURNITURE ¢ TRADE SHOW DISPLAYS

cSa/z/mg/S that will blow gou ow)a%/
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HAMPTON ROADS
CHAPTER

Monthly Educational Luncheon

Upcoming Event
Speaker: Supervisory Special Agent Cochran on Cyber Crime P g

At our September luncheon, Agent Cochran spoke to our chapter on the Monthly Educational
topic of computer crimes. One of the primary focus topics was on Business Luncheon

Email Compromise. Agent Cochran shared some staggering statistics Speaker: Sensei on
regarding the increasing frequency and number of these crimes and also The Deep Dark Web
provided various examples of common schemes used in these attacks to help November 15, 2018
increase our awareness. Another topic of discussion was on the use of strong at 12:00 pm

passwords and multi factor authentication to help block unwanted access to
sensitive electronic information.

Partners Luncheon

On October 16th, we held our annual
Partners Luncheon and James McCau-
ley from the Virginia State Bar spoke
on the topic of Lawyer Well-Being,
Lawyer Competence, Lawyer Impair-
ment. The topic was very informative.
It was interesting to learn that the
Judicial Task Force has recommended
wellness CLE credits and wellness pro-
graming for first-year law students.
The attorneys in attendance received
an hour of CLE ethics credit.

THIS ISSUE SPONSORED BY JK MOYING

SERVICES
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ALA INTELLECTUAL PROPERTY CONFERENCE

On September 27th and 28th, 2018,
the ALA Intellectual Property (IP)
Conference was held at the Capitol
Hilton, Washington D.C. It was a
wonderful event, featuring presen-
tations by IP industry leaders. Two
notable topics included the “Future
of IP Prosecution” and a panel dis-
cussion on “Final Transition Steps to
a Paperless/Electronic IP Office: What
Next?".

There were 65 IP Legal Administra-
tors in attendance from all over the
world, focused on learning not only
from the speakers, but from one
another. The event also boasted more ALA members from BSKB enjoying the conference. L to R: Alan Medrano,

business partners attendees than in Cindy Leonard, Jane Gallant, and Laurie Cobb.
previous years, offering administra-

tors the opportunity to see what IP
specific businesses are available to
support their roles, such as artificial
intelligence in IDS formation.

The event centered around the cvafing Trande
future of IP and how legal adminis- Hrlisgs‘;ﬁaﬂééé;;ln: E.]:rf:a::gies
trators in IP firms can affect change.
The opportunity to connect with
other IP Legal Administrators and
get their ideas, thoughts, opinions,
and insights on where this industry
is headed is was priceless. It was an Rosaleen Walsh’s presentation on
exciting event and as always extreme- staffing trends.

ly educational! #

Laurie Cobb won the US Patent
Prosecution for Support Staff
book at the conference.
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D_emystifying SEO for
Law Firms & Lawyers

In today’s connected world, almost every business needs to
have a digital presence that's optimized and representing the
company in the best way possible. To facilitate this, companies
need to have functional knowledge about Search Engine
Optimization (SEO) and execute it to the best of their abilities.

Law Firms are no exception to this
and this article will help you under-
stand what SEO exactly is and how
to consistently apply it in your digital
operations, whether you execute the
activities in-house or with assistance
from a third-party agency. It will also
help you avoid being taken advan-
tage of by unscrupulous agencies or
freelancers that wish to sell you “SEO
services” based on misconceptions or
dubious practices.

What is SEO?

SEO is a discipline focused on
growing visibility in organic (non-
paid) search engine results for
relevant search queries. Digital
content is created with the
objective of attracting website
visitors through organic search
queries within search engines such
as Google, Bing, and Yahoo. This
is because search engines index
and rank web pages based on the
content of the web page and how
closely it aligns to the searcher’s
query and intent behind their query.

Think about how you use Google in
your own lives. If you think about the
kinds of things you've searched for,
they will probably fall into one of
several categories. You either wanted

THIS ISSUE SPONSORED BY m

to know something, go somewhere,
do something, or buy something.

When you explore this from a mar-
keting perspective, you will see how
this relates to the commercial intent
funnel, or often simply called “the
buyer’s journey.” Understanding
intent of your prospective clients will
help you determine what kind of
content needs to be produced and
where the context of that content
fits into your audience’s journey from
"prospect” to “client.”

How Does Google Work?
Let's talk about “SEO signals,” or
rather, how two large updates have

completely changed the way Goo-
gle operates. “Hummingbird” is the
name of their core algorithm and is
named because hummingbirds are
“fast and precise.”

Google Hummingbird was released
in August of 2013 and was a core
algorithm update that introduced
semantic search. What that means is
that Google became conversation-
al in nature and could understand
things, not strings as it originally
operated on. Before 2013, if you
searched for “lawyer near me,” the
search engine would not be able to
satisfactorily accommodate a query
like this.

Because of this update, Google now
understands whole queries and not
just individual keywords. If you were
to search for “I need an employ-
ment lawyer now” it understands
these queries a lot better than in
2012 when the query string would
simply be something like “employ-
ment+lawyer” and not as sophisti-
cated. Essentially, the search engine
got a lot smarter. This also negated
the long established “best practice”
of optimizing a web page for a single
keyword.

In October of 2015, Google released
another update called “Rankbrain,”
which is their machine learning
intelligence. This functionality is the
third most important factor in Goo-
gle’s algorithm, behind Content and
Backlinks. What this means is that
Google is getting close to thinking

JK MOVING

SERVICES
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like a human and it will process any
query given to it by trying to under-
stand the meaning and intent of your
query.

To put it in perspective, it does this
almost instantaneously the way a
human cannot do. Since it's operating
on machine learning, it also better
understands queries it has never seen
before and refines what it displays in
the search engine based on the bil-
lions of queries it processes every day.

When Should You
Optimize Your Digital
Content for Search?
In a short answer: all the time. Any
time that you create and publish a
piece of digital content, it should
be optimized for organic search.
Why? Because it's an opportunity to
grab organic impression share in the
search engine results pages. Search
engines can crawl, index, and render:
m HTML web pages
m Text (primarily across all content
types and formats)

Video metadata and transcripts
Image alternative text

PDF documents hosted online
Powerpoint (PPTX) or slide deck
documents hosted online

Search engines still can’t really “see”
interactive stuff like CSS, JavaScript,
videos, or even images. As such, it

is important to ensure that each
piece of digital content is created
and published so that both search
engines and people can make sense
of them. This is done in different
ways, depending on the element
and content format in question.
What you must do for a blog post
will be different than what you must
do for a video that you upload to
YouTube. Let me explain some of the
core elements of a web page that
you should be aware of:

Page Title

The Page Title, aka the Title Tag, is
found in the task bar at the top of
the website.

Puzzled

about Sta{fin

Legal E provides the missing piece to
enhance your legal workforce.

Attorneys e Paralegals ¢ Administrative ¢ Technical

www.mylegale.com

Legal E is not authorized to practice law and services offered are limited to non-legal aspects of document review and discovery projects.
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Optimal Format:

Page Name | Brand Name
Example:

How to Protect Your Estate From
Probate | Anytown Lawyers

Google typically displays the first
60-70 characters of a title tag. Keep
your title tag less than 70 characters
including spaces and brand name. Ti-
tle tags are a major factor in helping
search engines understand what your
page is about, and they are the first
impression many people have about
your page.

Meta Description

The function of the meta description
is to describe the page in question. It
appears in the SERP (Search Engine
Results Page) below the displayed
URL. How search engines use meta de-
scriptions has constantly changed over
the years. Google now dynamically
generates meta descriptions based on
the user’s query and the content of
the page. Even still, Google prefers

to see a meta description declared

4,
| EGAL E

EMPLOYMENT PARTHNERS

Washington, DC
(202) 319-1500

Northern VA
(703) 319-1400
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than none, and they reserve the right
to use the meta description that you
provide. As such, it will be important
for you to create a meta description
between 50-200 characters whenever
you produce content for a new or
existing web page. Describe the page
within your description.

H1 (Heading 1) Tag

The H1 tag is a declaration of the
main topic or subject of your page.
This main topic can then be broken
down into smaller supporting topics,
separated by H2s and H3s. General-
ly, other headings are not of critical
importance, but the H1 is because

it tells the search engine and the
human audience what the content of
the page is about.

2019 Action Steps

As a starting point, | would suggest
that you look at implementing the
following high-level action items in
two distinct phases in 2019. You can
even get started immediately after
reading this article to make the most
of what remains in 2018. This can be
done internally or with the services of
an agency or consultant. These steps
can be reasonably accomplished by
the end of Q1 2019:

Phase 1: Maintenance
m Decide on which digital channels
to keep and which ones to elimi-
nate, based on buy-in and resourc-
es available.
® Website, YouTube, SuperLaw-
yers, AVVO, Martindale Hubbell,
Quora, Facebook, LinkedIn, Twit-
ter, Google My Business, etc.
m Consolidate all digital channels
into a manageable portfolio.
® Only select what your firm can
commit to sustaining on a regu-
lar cadence.
m Remove duplicates and limit 1
channel for each platform.
B Ensure all digital channels are syn-
chronized, complete, and updated.
B Update channel portfolio so that
all information is uniform and
correct.

ELEVATE. EDUCATE. ENGAGE. EMPOWER.

® “NAP” Syndication: Name, Ad-
dress, Phone number.
m Install & Link all Google Tools
together.
® Google Tag Manager: Adds
tracking and analytics without
hiring programmers.

® Google Search Console: Helps
you understand how Google
sees your website.

® Google Ads: Advertise with
Google.

® Google Universal Analytics:
Helps you Understand how
people use your website.
B Add “goals” and “event track-
ing” via Google Tag Manager to
measure:
® Website form fills
® Phone calls
m If necessary, add the Facebook
Tracking Pixel to your website via
Tag Manager.
B Audit form integrations and email
marketing platform.
® What happens after a form is
filled out?

® Where are contacts stored?

® Can you send marketing emails
to them?

m Work with staff to flesh out the
existing web pages that exist on
your website.

@ Ensure that title tags, meta de-
scriptions, headings (H1, H2, H3),

and logical formats are executed.

@ Thin pages with generic or
“filler” text/content should be
fleshed out, immediately. There
is no magic number of words
needed to achieve SEO success so
don’t focus on word count, focus
on quality content.

@ Place internal links to cross-refer-
ence similar pages. For example,

DEVON R. PHELAN is a professional marketer with over a decade of
experience in digital marketing and SEO. He is currently the Glob-

al Digital Operations Specialist for Pall Corporation, an operating
company owned by Danaher Corporation. If you have questions
regarding digital strategy or SEO, he can be reached at

devon_phelan@pall.com

a page on Employment Law
should link to a page on Un-
employment Benefits, and vice
versa.

Phase 2: Sustainment

m Create a process for producing con-
tent on an established schedule.
® For example, motivate lawyers

to produce articles for publica-
tion on the website.

® Draw from your staff and
encourage everyone to “think
digital.”

@ Have the process cover every-
thing from ideation to execu-
tion in clear detail.

m Publish social media posts on a
regular schedule.

@ This should be included in your
content production process.

@ Posting once per week, per
channel, is likely more than
adequate.

® Humanize the law firm and
connect with people rather than
pitching to them.

m Respond to feedback that will
come from people through your
various channels.
® Reviews on Google My Business
® Questions from AVVO/Quora
@ Comments from Facebook, etc.

Final Words

| understand that this is a lot of infor-
mation to take in at once and believe
me, it's even harder to condense all of
this into an article that makes sense
and is actionable for the audience.
With that said, it's my hope that you
found this article helpful and that
you now have enough clarity to begin
implementing this knowledge to the
benefit of your law firm. &
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NORTHERN
VIRGINIA CHAPTER

New Business Partners:

m BridgeStreet - Corporate Housing and Hotels
m Hilltop Consultants - IT

H OpenBlooms - Florist

H Summit Insurance - Insurance

New Members:
m Lisa Jacobs - Cooley, LLP
B Gary Gutgesell - Barnett Bolt Kirkwood Long & Koche

Retirements: This year's Crab Feast donation recipient was StillBrave
m Deborah Wilkes — Needham Mitnick & Pollack Childhood Cancer Foundation. The founder of the

organization, Tom Mitchell, joined the NOVA Chapter
Moves: for the festivities.

m Saul Isakower — Needham Mitnick & Pollack

Chapter News

B Introducing #wellnesswednesday!
Join us for our weekly tip on
Twitter at @alanovachapter

m NOVA is going digital! In 2019 all
educational sessions will also be
available via Facebook Live. More
details coming soon.

The NOVA Chapter was delighted to host Richmond member Kathy Scourby as
our August speaker. She spoke on the topic of Workplace Violence, highlighting
ways our administrators can better safeguard themselves and their firms.

On August 23, 2018, the NOVA NOVA Chapter members joined Rover Records and Summit Insurance for a
Chapter enjoyed its annual Crab Halloween Escape Room event. Both teams successfully escaped their rooms
Feast at Captain Pell’s in Fairfax VA. with just minutes to spare!
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NOVA MEMBER INTERVIEW: DEBORAH WILKES -
NEEDHAM MITNICK AND POLLACK

Deborah Wilkes, Firm
Administrator of Needham
Mitnick and Pollack and
long-time NOVA ALA
member, is retiring this
falll We caught up with
her prior to retirement to
glean some advice and
wish her well.

Q: Where are you from?

Born in Oakland, CA, but as a Navy/
Civil Service brat, | moved around

a lot and spent most of my time in
Colorado and Virginia.

Q: How long have you
been a firm administrator?

Since 2004.

Q: How did you get into
legal firm management?

The seven years | worked for U.S. Sen-
ator Edmund Muskie on Capitol Hill,
gave me a behind the scenes look at
how our laws are made, and a great-
er appreciation of the compromises
and deals made to pass legislation
successfully into law. | also experi-
enced a major political scandal that
some of you may remember - the Wa-
tergate Hearings - which | was able to
attend since Senator Muskie was one
of the victims involved. After leaving
the Hill, | moved to the private sector
working in small and large law firms,
in Denver and then back to Virginia.
It was a natural progression for me to
work for lawyers after working for a
United States Senator.
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Deborah with her husband,
Vernon, at Queen Elizabeth’s Visit
to the White House in 2007.

I'VE FOUND THAT GETTING TO WORK

A COUPLE HOURS BEFORE THE REST

OF THE OFFICE GIVES ME TIME TO

ACCOMPLISH A GREAT DEAL

AND ORGANIZE MY DAY.

Q: What was your favorite
part of your job?

The variety of daily tasks and, with
so much to do, there’s no time to get
bored.

Q: What did you like least
about your job?

Having to nag attorneys about client
billing each month.

Q: What prompted you to
join ALA?

My predecessor was a member and
highly recommended ALA.

Q: Do you have any special
memories about your
career or your time with
your ALA chapter you'd
like to share?

I really found the Small Law Firm
meetings very helpful since we seem
to have different issues than larger
firms. Being able to work through
them with colleagues in the same
situation was great. Also, working

on the ALA Virginia Statewide Re-
treat Committee has been the most
fun and rewarding time for me. We
worked hard together and had great
fun at the same time. | will cherish the
lasting friendships made while on the
Committee and with the ALA mem-
bers and business partners in NOVA
and throughout the Commonwealth.

Q: If you were to suggest a
fun or relaxing activity for
others to do, what would
it be?

Take a long walk in the woods, find a
waterfall to sit by, and enjoy all that
nature has to offer.

Q: What advice would
you give to other
administrators?

I've found that getting to work a
couple hours before the rest of the
office gives me time to accomplish a
great deal and organize my day be-
fore the endless interruptions begin.

Q: Now that you are
retiring, what's next?

Moving to South Carolina to be closer
to family, friends, and hopefully, get
my “Bloody Mary” mix business up
and running! &

JK MOVING

SERVICES
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I-Ve You Still Reading

Your Slides?

IT'S TIME FOR THAT HABIT TO GO
THE WAY OF THE DODO BIRD

The extinction of dense, text-laden PowerPoint slides

that speakers read from verbatim is a long-term goal of
mine. Sometimes, | feel like it is a chimera, especially at

law firms where professionals tend to be detail oriented.
Nonetheless, | am committed to helping professionals make
the switch to dynamic and engaging presentations that are
supplemented by visuals slides when appropriate.

e

KM
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Recently, | heard an anecdote that
gave me hope that indeed, we can
put an end to the “Death by Power-
Point” phenomenon. One of my six
expert coaches, Jean Miller, men-
tioned that her son was preparing a
presentation for a college course. She
offered to help review and improve
his presentation. When her son
shared his slides, she was pleasantly
surprised to see that he had used
PowerPoint effectively: he had only
key ideas and labels in text and
focused on showcasing useful visual
information on his slides.

ING
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It made me think about young pro-
fessionals today. A 25-year-old would
have been just 13 years old when TED
Talks (available at TED.com), many

of which went viral, were first being
shared on YouTube. Today's young
professionals were impressionable
middle schoolers when Steve Jobs
started to grace the stage in his
black-mock turtleneck to introduce
Apple’s newest wares in dynamic
speeches that were characterized by
compelling props and visuals, as well
as a confident delivery without a
script on slides or a TelePrompTer. For
as long as they can remember, there
have been leaders who have modeled
a 21st-century style of public speak-
ing that rejects the dense, text-laden
slides that characterized the use of
PowerPoint since its inception in the
late 1980's.

As young professionals join the work-
force and strive for a TED style of pre-
senting as they move up the career
ladder, maybe text-laden PowerPoint
slides really will go by way of the
dodo bird. | sure hope so. To speed
the transition (among both young
and seasoned professionals alike) to a
more dynamic mode of public speak-
ing with slides, please remember
these two presentation-aid principles:

1. PRESENTATION AIDS
SHOULD SUPPLEMENT, NOT
REPLACE THE PRESENTER

If a listener can get everything he or
she needs from the screen or a hand-
out, then you, the presenter, have
reduced your value and utility. Audi-
ence members can tune you out, read
your materials, and not miss a thing.
You effectively made yourself obso-
lete and created competition for the
attention of listeners. Worse yet, you
likely insulted your audience mem-
bers by assuming they need someone
to read text for them and by wasting
their valuable time.

Instead, use presentation aids to
elevate the presentation. They
should help listeners understand and
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IF A LISTENER CAN GET EVERYTHING

HE OR SHE NEEDS FROM THE SCREEN

OR A HANDOUT, THEN YOU, THE

PRESENTER, HAVE REDUCED YOUR

VALUE AND UTILITY. AUDIENCE

MEMBERS CAN TUNE YOU OUT,

READ YOUR MATERIALS, AND NOT

MISS A THING.

remember your message. For exam-
ple, if you are discussing the budget
trends at your firm over the last 10
years, the numbers could get very
confusing if presented only orally.
However, a simple, well-labeled

and described line graph would
allow audience members to see and
grasp your point immediately.

If you are establishing your credibility
on the subject of planning retreats, it
would make your case more memora-
ble, interesting, and believable if you
showed several photographs of past
retreat successes as you explained the
highlights or even video testimonials
from past retreat participants. Images
complement the verbal and will work
together to make your presentation
more compelling.

| SR

If you decide to use presentation
software, think of it as a relatively
easy and effective way to incorporate
presentation aids. Not to say that you
might not run into technological dif-
ficulties (and Murphy’s Law says you
will), but when such programs work
as intended, they are a fantastic way
to project graphs, charts, diagrams,
photographs, pictures, and audio-vi-
sual clips for a large audience (even a
remote one) to see.

2. PRESENTATION AIDS ARE
FOR THE AUDIENCE, NOT
THE SPEAKER

Don’t make the mistake of using
presentation aids, and especially
presentation software, as notes.

You certainly may take an outline

or other materials to the lectern to
speak from, but these materials
should never be available to listeners
on a screen or on a handout! And if
you must provide a client or listener
a stand-alone document as a report,
create a different set of slides for
your oral presentation. Rest assured,
the presentation you speak from does
not have to be the same as the hand-
out or written report you provide
listeners. On the contrary, it can be
useful to think of presentation aids as
a supplement to a written document

JK MOVING

SERVICES
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that is meant to breathe life—with
videos, pictures, and stories—into the
facts and data on paper.

When selecting presentation aids
to include in your next speech, ask
yourself:

m Does this presentation aid add
something that could not be
conveyed with words alone?

m Is there a story that would come
alive or a piece of information
that would make more sense if
paired with a presentation aid?

If you answered yes, include it. If you
are including the presentation aid
because it will serve as a prompt for
what you want to say, or so that it
will fill up white space, leave it out.

Since the early 2000’s speakers on the
TED stage and leaders in business,
government, and academia have
shifted from reading text-laden slides
to delivering presentations conver-

sationally and supplementing them
with captivating visuals. It's a modern
speaking style that young profes-
sionals seem to be more comfort-
able with because they came of age
watching high-profile examples it.
But this style is something that pro-
fessionals of all experience levels can

CHRISTINE CLAPP is the president of Spoken with Authority,
a Washington, D.C.-based presentation skills consultancy that
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and should learn to do if they want
to effectively share ideas, compel
action, catalyze change, and shape
the future of their firm and industry.
Together, let’s make sure that the
practice of reading off PowerPoint
slides to audiences goes the way of
the dodo bird. #

provides training programs and coaching engagements, Christine
and her team of six coaches help professionals at law firms build
the confidence to connect and the capacity to lead. This piece is
an adaptation of a chapter in her book titled, Presenting at Work:

A Guide to Public Speaking in Professional Contexts. You can
reach Christine at christine@spokenwithauthority.com.

Christine Clapp

President, Spoken with Authority
christine@spokenwithauthority.com
202-210-4916

My book, Presenting at Work: A Guide to Public Speaking in

Professional Contexts, is available on Amazon.
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WESTERN VIRGINIA
CHAPTER

The ALA Western Virginia Chapter said farewell earlier this
year to a longstanding member when Kim Merritt, the
Executive Director of Glenn Feldmann Darby & Goodlatte,
retired after a great 10 years. Kim served on the West-

ern VA Chapter board for many years and last held the
Vice-President position. She was a leader in every sense

of the word, an asset to her firm, and invaluable to her
co-workers and friends. We wish her many naps and pretty
sunsets on her deck and everything in between.

New Members

m Erin Polley - Glenn Feldmann Darby and Goodlatte
m Shellie Dotterer - Firth Anderson and Peake

m Leigh Dunnagan - Glenn Robinson & Cathey

m Rick Huff - Crandall & Katt

Moves

B George Leloudis is moving to Morningstar Law Group
in Raleigh, NC and will be joining the Raleigh-Durham
Chapter.

/ ALA Virginia March 8-9, 2019

Aisoristion of Legal
Adieniriutrsiom Statewrde Retreat



